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The ptirpose of the Bureau is two-fold: 

1 — ^To get things done for the community through cooperation with 
persons who are in office^ by increasing efficiency and eliminating 
waste. 

2 — ^To serve as an independent, non-partisan agency for keeping 
citizens informed about the city's business. 

Every sincere and earnest man in the public service is 
Cooperation eager to profit by the experience of others and to use all 

sources of information as to the methods of conducting 
public business. He wishes to do his work well, to handle his job efficiently 
and with a minimum waste of time, money and effort, although he often 
works under handicaps which should not exist. 

This Bureau has placed itself at the service of public officers in 
Rochester, to assist them in the accomplishment of this purpose. It seeks 
to do this primarily by getting at facts and profiting by a frank acceptance 
of their logic. But it strives also to help public officers remove handicaps 
under which they may work, so that men may be as free in public office as 
in private business to develop methods and adopt measures for efficiency. 

Every good citizen is interested in what government is 
doing, how it is being done, and what it costs. 

It is often difficult, sometimes impossible, for the citizen to get such 
information from a source that is constant; well-informed and trained 
in analysis, and therefore reliable; without bias or prejudice, and so 
entirely trustworthy. 

This Bureau has undertaken to furnish such a source of information, 
in order that the people of Rochester, when they consider their municipal 
government and discuss its merits or demerits, may be assured that such 
consideration and discussion rest on a basis of fact. 
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The Bureau believes that Rochester has good city government. 
But — ^with the quality of citizenship here available^ with some measure 
of intelligent planning, of enlightened public cooperation — ^^he Bureau 
sees no reason why Rochester should not have the irxost P^^S^^ssive and 
serviceable municipal government in the United Stat^ 

To this end it solicits the continuing interest and o yft'^^^^'^ ^^ every 
public officer and of every citizen. ^y 







Report 



on a 



Proposed Classification of Titles and 
Positions in the Civil Service 




of the 



City of Rochester, N. Y. 



Prepared for 

The Common Council's Special Committee on the 

Standardization of Salaries 



Rochester Bureau of MuNig iPA ^L Rese arch, iNp. 

November, 1919 



\(fW3^lp 



i i 



HARV>i?D 



1 £ 



This report is submitted by the Rochester Bureau 
of Municipal Research, Inc., and is authorized and 
approved by the Board of Trustees. The study upon 
which this report is based was made in part by Carl K. 
Hill, with the assistance of J. R. Holmes. After inter- 
ruption caused by the World War, the study was com- 
pleted by Morris B. Lambie, with the assistance of 
John T. Child. The report itself was written by Mr. 
Lambie, passing through the hands of James W. Routh, 
Director of the Bureau, for final editing and approval 
before submission to the Board of Trustees. 



INTRODUCTORY STATEMENT 

This report on A Proposed Classification of Titles and Positions in 
the Civil Service of the City of Rochester was prepared for the Common 
Council's Special Committee on the Standardization of Salaries at its 
request. The investigation on which the report is based was begun in 
1917 and was interrupted by the entrance of the United States into the 
World War. At the end of the war the work was taken up and the study 
brought to completion late in the fall of 1919. The report itself was 
submitted to the Special Committee on the Standardization of Salaries 
on November 14, 1919. Since then no action has been taken by the 
Committee relative to the suggestions made for a better employment 
policy for the city government. 

The Bureau of Municipal Research has been informed recently that 
the Committee contemplates an early report of its findings to the Com- 
mon Council. Whatever the nature of the Committee's report, however, 
the Bureau feels that the public is entitled to know the character of the 
investigation made for and at the request of the Common Council's Special 
Committee on the Standardization of Salaries, and also the character of 
.the employment policy which has been recommended by the Bureau for 
adoption by the city of Rochester. 

The policy outlined is almost identical in scope and purpose with 
that already adopted by nearly a dozen of the more important cities in 
the country, and by several state governments. It also is in line with 
the proposals of the joint congressional commission on the reclassification 
of salaries in the federal government. It is interesting to note in addition 
that the reclassification of positions in the federal departments for the 
purpose of establishing a more equitable basis for salary adjustments 
and many of the other factors in this program have the endorsement and 
backing of the National Federation of Federal Employees. This organi- 
zation is working persistently toward the adoption of such a program by 
the federal government. From this it will be seen that the suggestions 
made by the Bureau of Municipal Research in this report are in line with 
the most progressive thought on the subject of pubUc service. It is hoped 
that a program similar to the one outlined may be given official recognition 
and adoption by the government of the city of Rochester. 
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This report is so technical in character that it is believed a short 
stimmarization of the results of the investigation and a brief discussion 
of the recommendations based thereon may aid in making clear the text 
of the report itself. Such a stimmarization follows. 

Variety of Emplojnnent and Salary Rates 

The investigation made by the Bureau of Municipal Research included 
within its scope all city departments except the Department of Public 
Instruction, the Public Library and Mt. Hope Commission. It disclosed 
that in the departments considered there are approximately 3600 employees 
performing work in no less than 89 distinct professions, occupations, and 
trades. The salaries of these employees in 1918 amounted to $2,739,- 
672.84, or 53.4 per cent of the total expenditures for the operation of the 
departments in question. The salary rates varied from $490 to $5680 
per year. (The salary of the Mayor, which is fixed by charter, is not 
included.) 

Discrepancy in Salary Rates 

One of the first things disclosed by the investigation was the great 
disparity of salary rates and the variety of titles for positions requiring 
similar work. For example, there are 101 clerks in the city service, listed 
under 35 distinctive titles, and with 27 different salary rates ranging* 
from $490 to $3000 per year; and there are 214 inspectors working under 
24 distinctive titles at salary rates ranging from $827 to $2600 per year. 

Another fact disclosed was that the title of a position in many cases 
is no true index of the character of work required of the employee. Fur- 
thermore, and as a natural consequence of this, positions of like titles in 
different departments may not call for work in any way similar in character, 
or pay salaries at all in the same range. 

No System of Advancement 

More important even than these unfortunate conditions is the lack 
of any system governing advancement and promotion in the city service. 
No factor has a more important bearing on the character of the personnel 
in any organization than the opportunity offered the younger men for 
advancement. In fact, the possibility of promotion is a greater stimulus 
and provides greater incentive for good service even than the salary or 
wage paid at a given time. 
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The public service in Rochester has little attraction for the ambitious 
man looking for opportunity for advancement on the basis of merit. There 
is no fixed policy regarding promotion. Only too often vacancies "higher 
up'' are closed to the subordinate personnel and filled by the appointment 
of outsiders. Furthermore, since no provision is made for retirement on 
pension (except in the police and fire services) even the attraction of secur- 
ity in old age is lacking. 

No Definite Policy for Administration 

In short, the investigation of conditions of employment in the city 
service discloses an absolute lack of uniform standards of service and of 
definite policy for administering personal service. Character of service 
is given little consideration in fixing salary rates for positions or in granting 
salary increases. Moreover, each appointing officer apparently uses his 
own judgment in determining the qualifications necessary for original 
appointment. Subsequent promotion, as indicated, is rare. 

The Recommended Emplojrment Policy 

On the basis of the facts outlined definite recommendations were 
made by the Bureau of Municipal Research to the Common Council's 
Special Committee on the Standardization of Salaries and Grades. These 
recommendations were to the effect that : 

(a) There should be a natural and logical classification of the positions 
in the city service into groups of similar or related employments. 

(b) All positions calling for substantially similar work should pay 
substantially equal salaries. 

(c) The city should consider carefully the establishment of a system 
of pensions for all employees. 

(d) Physical standards should be established for all employees at 
entrance. 

(e) Salaries and wages should be adjusted periodically on the basis 
of living costs as determined by studies made from time to time. 

(f) A logical system of promotions within the service should be 
adopted. 

(g) Employment in any position should be based on fitness as deter- 
mined by reference to well-defined standards for personal service. 

What This Would Mean 

If these recommendations are put into effect there will be provided 
a scientific and business-like procedure for dealing with problems of personal 
service. The city as an employer will utilize methods similar to those 
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adopted by the more progressive private employers in dealing with their 
employees. There also will be a tendency to eliminate unnecessary em- 
ployees and to place a premiimi on good service. 

From the standpoint of the citizens one result of this suggested em- 
ployment policy would be the elimination of conditions which tend to 
encourage appointments by favor at salary rates dictated by reasons 
other than character of service. It would no longer be possible to create 
a position for an individual and to fix the salary on the basis of political 
preferment. Positions would be established and defined on the basis of 
character of service. Salaries would be adjusted to positions. Individuals 
would be selected to fill previously established positions because of ability 
to perform service of the designated character and quality. 

Salary Rates 

Throughout its study of municipal employment the Bureau of Muni- 
, cipal Research has insisted that its interest is in the establishment of a 
proper basis for employment and of equitable salary rates, fixed in accord- 
ance with character and quality of service. The Bureau is not and has 
not been concerned with individual salary rates. Recognition of the need 
for a better basis for emplo3mient and a scientific backgrotmd for salary 
adjustments prompted the Bureau's participation in the investigation. 
Obviously such a basis and background can be provided only by a proper 
grouping and classification of titles and positions. 

Rochester Bureau of Municipal Research, Inc 
December 15, 1920. 
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PART I 

SCOPE OF THE REPORT AND 
RECOMMENDATIONS 

On January 25, 1916, a Special Committee of the Common Coimcil 
was appointed for the purpose of making an investigation in reference to 
the salaries, grades and duties of the employees of the City of Rochester, 
with a view towards ascertaining what changes, if any, should be made 
in the salaries and wages of city employees. Subsequently, this Committee 
requested the Bureau of Municipal Research to conduct an investigation 
independently and to prepare a report upon this subject so that there 
might be an impartial basis for making the necessary recommendations. 
The Bureau was glad to accept this invitation, and with the exception of 
the interruption of activity caused by the great war, has pursued the work 
continuously. The results are submitted in part in this report. 

• It is desirable to explain at the outset that this is the first of two 
reports which are to be prepared. This report deals primarily with the 
classification of the city positions, and with changes in the present pro- 
cedure that will be necessary to secure an effective control over the problems 
of personal service. It is deemed essential that the city employees shall be 
officially classified into logical groups and grades of employment before the 
problem of actual salary ranges and rates can be scientifically approached. 
The second report, which can be submitted only after the classification 
has been officially decided upon, will be in the form of a supplementary 
memorandtim. In it will be given such comparative information con- 
cerning public employment elsewhere and private employment in Rochester 
as may be of value in determining salary and wage rates for positions in the 
city service. These two problems, one of classification and the other of 
determining salaries, are equally important, but it is considered advan- 
tageous to keep them separate for purposes of discussion, so that a policy 
may be decided upon before attempting to determine actual salary rates. 

Recommendations 

1 . Standard specifications for personal service, defining groups, grades, 
positions, titles, the scope and responsibilities of duties, and qualifications 
for entrance and promotion are essential to a proper administration of 
the problems of personal service within the city departments. With 
these specifications as a basis, a logical classification of the city positions 
can be made for the purpose of determining salary and wage rates. The 
specifications which have been prepared in the course of this inquiry form 
the substance and background of this report. They are submitted as a 
supplement (Schedule A) for the Committee's review and consideration. 
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2. The present positions in the city service should be reclassified in 
terms of the standard specifications. It is recommended that the official 
classification or appraisals be made by a committee of three, consisting 
of a representative of the Municipal Civil Service Commission, a repre- 
sentative of the Special Committee on Salaries and Grades of the Common 
Council, and a representative of the head of the department in which the 
particular positions being appraised are included. Provision should be 
made for an appeal to the Mayor in case any individual employee objects 
to his classification. Subsequent to the official classification, all titles 
in the city service, whenever used on payrolls or for any other official 
purpose, should conform to the titles of the standard specifications. A 
tentative reclassification of the existing city positions is submitted in this 
report (Part VII, Exhibit 1), representing the opinions of the examiners 
of the Bureau of Municipal Research, as to the proper classification of the 
present positions. This reclassification of existing positions is considered 
merely suggestive and is intended to act as a guide for the agency of the 
city which may make the official appraisals. 

3. In order that the specifications and the classification may become 
operative in the future, it will be necessary for the Common Council and. 
the Board of Estimate and Apportionment to give them official recognition. 
This may be accomplished by a resolution which will define a future policy 
with respect to appropriations for salaries and wages, indicating that the 
Board of Estimate and Apportionment is desirous of uniformity in the 
procedure for creating salary rates, and that hereafter the standard specifi- 
cations will be considered as a measure to guide the Board in making 
appropriations for personal service. This resolution may or may not be 
made a part of the ftmdamental law of the city, but in all events it should 
establish a working agreement between the department heads and the 
Board of Estimate and Apportionment, with respect to the appropriations 
for personal service. Such a resolution would define a policy. In this 
connection, to assure that the specifications are adhered to, the Civil 
Service Commission should act as a staff agent of the Board of Estimate 
and Apportioimient and report upon the practices in the city departments 
appl)dng to the positions over which the Commission has jurisdiction, 
i. e., the so-called classified Civil Service. A resolution, suggested for 
the Committee ^s consideration, containing the recommendations herewith 
expressed, is submitted in Part IV, Section 1, of this report. 

4. As heretofore mentioned, the resolution authorizing this inquiry 
specifically mentions that the . Special Council Committee inquire into 
"what changes, if any, should be made in such salaries of city employees," 
and it was explained that this phase of the inquiry, in so far as actual salary 
ranges and rates are concerned, will be made the subject of a second or a 
supplementary report. This first report should be acted upon before 
salaries are considered. It is recommended, therefore, that the Committee 
study the specifications in Schedule A, submitted as a supplement to this 
report, with a view towards making the reclassification of the city service 
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and the official adoption of the standard specifications effective by the first 
week in January, 1920. This is important so that the new titles of posi- 
tions may be operative during the coming fiscal year. The Bureau of 
Municipal Research believes that the next six weeks will provide ample 
time for the full discussion of these specifications, and for the reclassifi- 
cation of the existing city positions. In this connection, it may be stated 
that the department heads have had the specifications tmder advisement 
for several months. They have reviewed and criticised them and made 
some important changes and amendments. As a result, the specifications, 
as submitted in this report, substantially conform to the opinions of the 
department heads. 

If the reclassification can be officially made by the first week in 
January, the supplementary memorandtim on salary rates and ranges 
can be submitted before the formal adoption of the budget for 1920. 
This memorandtim will indicate minimtmi and maximtmi rates for each 
grade of emplo3mient as defined in the specifications, and also make 
recommendations concerning the policy for regulating advancement from 
one salary rate to a higher rate within a grade, and for promotions from 
grade to grade. With the classification actually in working order, em- 
ployees in the same grades of employment will be paid on the same basis, 
due allowance being made for seniority and work of special merit. These 
details, however, can better be considered separately. For the present, 
it is recommended that the Committee concentrate its attention solely 
upon the adoption of the standard specifications. 

5. Care should be taken in recommending the adoption of the pro- 
posals of this report not to solidly fix the actual specifications in the law 
of the city. But the fundamental principles and policies relating to the 
application of the specifications should be more or less rigid. Necessary 
changes in the organization of departments will be made continually; 
new positions, tmforeseen at the present time, will be created to administer 
new ftmctions of government; and other conditions affecting employment 
will change. As a result, the actual specifications should be administered 
by some agency which can act for the Board of Estimate and Appor- 
tionment to make the changes and additions that will be necessary from 
time to time. This same agency can assist the Board of Estimate and 
Apportionment in the details of administration, and conduct investigations 
and prepare reports for the advice and consideration of the Board. This 
is important, for without some staff agency to attend to the details, the 
salary standardization plan would be weak and ineffective. The Bureau 
of Municipal Research recommends that the Civil Service Commission, 
which is the employment agency for the city, be authorized to perform 
this function, advising the Board on all matters pertaining to employment 
control, especially in the application of the standards to the appropriations 
in the budget for personal service. To accomplish this, the Commission 
should be given an increase in its annual appropriation of at least $5,000, 
to allow for a special investigator and the necessary clerical assistance. 
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Part IV, Sections 1 and 2 of this report consider this proposal in more 
detail. 

6. The work concerning . problems of personal service, so essential 
to good government and so fundamental and important to the amicable 
relationship of the employer (the people of the City of Rochester) and the 
employees (the civil servants), should continue. This present report 
should be considered merely as a beginning. The all-inclusive problem 
of personnel, while ever present, was never so important as it is today. 
To follow out the needs of the particular problem of this report, additional 
studies should be made to consider some of the subsidiary and resulting^ 
issues. The adoption of the classification and the changes that are recom- 
mended herewith are of primary importance. They should have first 
consideration. But there are other matters that can be made the subject 
of the Committee's review. These resulting problems are not seriously 
discussed in this report for fear of clouding the particular recommendations 
that are presented as preliminary to other studies. As a matter of record, 
nevertheless, the Bureau of Municipal Research wishes to mention as 
suggestive the subjects for futtire action. These are presented in Part V. 

These are the more important subjects recommended for the Com- 
mittee's review. The Exhibits in this report. Part VII, are of value, and 
should be given careful consideration, especially Exhibits 1 and 2. For 
the Committee's interest, a statement is contained in Part VI, outlining 
the work program and procedure followed by the Bureau of Municipal 
Research in preparing the material in this report. 

Summary of the Recommendations in this Report which will Require 
the Immediate Action of the Committee on Salaries and Grades of 
the Common Council 

i 
-^ - - • 

Briefly summarized, it is recommended: 

"1. That the Committee review and consider the advisability of 
recommending the official adoption of the standard classification and 
specifications for personal service contained in Schedule A, the supplement 
to this report. - 

2. That subsequent to the approval of the standard specifications, 
the Committee shall recommend the reclassification of the existing positions 
in the city service to conform to the standard specifications. 

3. That the Committee recommend that the Board of Estimate 
and Apportionment, the agency in the city for fixing salaries, shall give 
the standard specifications official recognition and hereafter use them as 
a gtiide in deciding upon questions of appropriation for personal service; 
and that the Civil Service Commission shall act as a staff agency to the 
Board of Estimate and Apportionment in appl)dng the standard specifi- 
cations. (A resolution contained in Part IV, Section 1, is submitted in 
this report for the Committee's review, suggesting an official procedure 
to make recommendations 2 and 3 effective.) 
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4. That the Committee shall make its report on the adoption of the 
standard specifications and the reclassification of existing positions so 
that there can be official action by the first week in January, 1920, and 
that subsequently the Committee shall make a second report containing 
specific recommendations for salary ranges and rates for each employment 
grade in the service. These salary recommendations should be applied 
to the budget for the coming fiscal year. 

5. That the Civil Service Commission be given an increase of $5,000 
in its annual appropriation to perform the additional duties that will be 
required to carry out recommendations in this report. 

6. That the Committee shall continue to exist as a Committee and 
consider other problems of personnel that are closely related to the problem 
of salaries and wages. (Suggestions for future work are contained in 
Part V.) 

In making these recommendations, the Bureau of Mtmicipal Research 
has enlisted the experience of other cities and states where salary stand- 
ardization studies have been made. Among the cities are New York 
City, Chicago, Philadelphia, Cleveland, Los Angeles, Portland, Oregon, 
Dallas, Milwaukee, and Akron. The states include California, Illinois, 
Massachusetts, New York (adopted in a few departments only). New 
Jersey and Wisconsin. In not all of these instances are the details of the 
plan precisely the same. There naturally are many variations; but the 
same tmderl)dng principles apply to all. At the present time the National 
Government is conducting a thorough inquiry upon practically the same 
lines to secure salary standardization for the employees in Washington. 



PART II 

GENERAL STATEMENT OF PRINCIPLES INVOLVED 

IN THE CLASSIFICATION OF POSITIONS 

AND THE CREATION OF STANDARDS 

FOR PERSONAL SERVICE 

I. The Reasons for the Inquiry 

The Government of the City of Rochester maintains seventeen 
separate administrative departments (exclusive of the Department of 
Public Instruction, Mt. Hope Commission and the Public Library, not 
included in the scope of this report), requiring approximately 3,600 em- 
ployees. The total expenditure for the salaries and wages of these 
employees during the fiscal year, 1918, was $2,739,672.84, or 53.5 per 
cent of the total expenditure for the management of the business of the 
Departments concerned. Eighty-nine different professions, vocations 
or trades are represented in the list of positions the activities of which 
cover a remarkable range of human interest — a, significant commentary 
upon the development and increasing importance of the functions of the 
modem city. For the purpose of achievement and effective administration, 
these expenditures for personal service must be adequately disbursed. 

On January 25, 1916, a resolution was unanimously passed by the 
Common Cotuicil, authorizing **an investigation in reference to the salaries, 
grades and duties of employees of the city with a view towards ascertaining 
what changes, if any, shotdd be made in such salaries.*'* This resolution 
was the direct result of a general demand on the part of the citizens and 
the city employees for a businesslike procedure in the disbursement of 
the expenditure for salaries and wages. This demand, however, did not 
imply that salary conditions in the city service were considered to be 
unfair or imreasonable, but it did evidence, in no tuicertain terms, that 
there should be established a more logical and intensive procedure in the 
creation of salary rates and in the administration of the other related 
problems of personnel. It was generally recognized, for instance, that 
in the city service 

(1) There are irregularities in rates of pay for similar or related work; 

(2) There were unnecessary, misleading and inappropriate titles; 

(3) There was no system for regulating advancements and promotion ; 
and 



*See Exhibit IV for a copy of the official resolution. 
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(4) There were no city-wide standards whatsoever, except in the 
uniformed forces for police and fire, defining the policy for admin- 
istering personal service. 

These conditions obviously made it impossible for the Board of 
Estimate and Apportionment to review items of expenditure for personal 
service in the budget and arrive at just conclusions advisedly. They 
were the cause for many administrative difficulties in assigning work, as 
well as for frequent and unnecessary irritations arising over questions 
of salary. The Civil Service Commission was unable to maintain standard 
titles for the employees in the classified service. 

These observations are by no means peculiar to the City of Rochester. 
The same conditions have prevailed in the public service in other cities, 
states, and the federal government, where but little attention has been 
given to the solution of the problem. From many points of view this 
problem of personnel, containing all of the elements in the relationship 
between employer and employee, presents the most important and vital 
interest of the hour. To suggest this is tmnecessary. Its extreme import- 
ance is clearly evidenced by the outstanding fact that this country and 
other nations, both in connection with private industry and public employ- 
ment, are teeming with efforts to ameliorate conditions so as to make 
employment, the himian being at work, a means for achieving a just and 
contented livelihood. Intricate as the problem is for private industry, 
it is even more complex for the public service where the employer is the 
great mass of people. In the latter instance there are all of the subtleties 
and peculiarities of the public service which make the problem difficult. 
There is not a single individual acting as an employer. No one person 
or group of persons is responsible for creating positions and contracting 
for personal service; but instead, there is the electorate and the citizenry 
governing by means of their accredited representatives. City employees 
are several steps removed from their actual and real employers. To 
administer the personal service in the public employ obviously requires 
procedures and methods that are peculiar to a democratic form of 
government. 

Because of the very special problem of the public service, it is neces- 
sary, more so than in private service, that there shall be definite 
specifications defining the standards of work and creating logical 
classifications of employees into related groups of employment for 
the purpose of creating salary rates and recruiting for the public service. 
These standards and classifications are necessary to safeguard the public 
purse. They are equally necessary to advise the present and future 
employees of their opportunities for pursuing their vocations and careers 
in the public service. The history of Civil Service and the present condi- 
tions surroimding public employment are sufficient proof to warrant these 
requirements. They need no elaboration. 

Realizing the importance and timeliness of this subject, involved as 
it is, the Bureau of Municipal Research decided to concentrate its attention 
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upon the most essential and basic featiires of the salary problem, namely, 
the preparation of a classification of employees in the city service for 
purpose of establishing standard titles and grades of employment. It 
was realized that such a classification must precede any attempt to deter- 
mine adequate salary rates. A logical classification of employees is 
essential to an equalization of salaries for employees who are performing 
similar or related work. Without it there can be no basis for comparing 
salaries paid within the service or with salaries paid in other cities and in 
the private practice. The classification, and the specifications which 
define it, place on record statements of policy as well as certain require- 
ments, so that the Board of Estimate and Apportionment, the Common 
Council, the heads of departments, the present and future employees and 
the electorate may be informed with respect to the entrance requirements, 
the opportunities for advancement and promotion, the creation of salary 
rates and other related factors in the field of mtuiicipal employment. 

With these points in view the endeavor has been for the most part 
toward the preparation of such a classification. It is believed that the 
specifications which have been prepared will constitute a workable basis 
for the initial classification of the city employees. Only actual application 
and experience can mold a perfect classification into workable shape, but 
nevertheless it is considered that the classification and specifications 
herewith presented can reasonably be expected to meet the existing condi- 
tions. They have been prepared as the result of careful investigation; 
several conferences have been held with the departmental officials and 
representative employees who have substantially approved; and the 
experience of other cities, where a standardization and classification 
of employees has proved successful, has been enlisted and incorporated 
in the proposals. When once a logical classification is accepted, the 
determination of the salary ranges and rates for the various groups of 
employees follows as a natural sequence. 

2. The Plan for Classifying Positions in the City Service 

The classification of positions, submitted as the principal feature of 
this report (Schedule A), was prepared by means of a survey of the city 
departments for the purpose of determining the number of occupations, 
vocations, professions or other trades embraced in the city service.* This 
work required a thorough study of the organization and work procedure 
in the 17 departments, examining into the present duties, titles and salary 
rates of the city employees, 3,605 in number. As a result, it was deter- 
mined that there are 89 separate vocations within the city service, each 
having certain peculiar requirements which mark it off from other fields 
of work. Generally speaking, these vocations find their counterpart in 
private industry. They include the commonly recognized trades, pro- 
fessions and occupations. 

*For a detailed statement of the methods of conducting the investigation, see pages 
26 to 28. 
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The vocation or "group," as it is called in this report, is made the 
unit for the classification. Each group presents a special problem for 
employment purposes. The vocations are determined naturally upon 
the basis of the functions or the kind of work performed regardless of any 
lines of organization. Employees classified in the same vocation or group 
will therefore be considered together with all other employees in the city 
service who are performing the same kind of work irrespective of the 
department in which they are employed. In other words, the city can be 
considered as one employer and can treat on an equal basis all of its em- 
ployees performing the same kind of work. Heretofore the tendency has 
been rather to allow each department to deal with its own employment 
problem and consequently there are as many different plans and methods 
for creating salary rates as there are major organization units. With the 
vocation or group as the unit, however, and with this unit defined in 
unmistakable terms, these differences in treatment will cease to exist. 

Having determined the vocations or * 'groups" of employment, the 
second step naturally was to ascertain the different * 'grades" of work 
contained in each group. This was not a difficult problem, for the exper- 
ience of other municipalities and states, as well as private corporations, 
has established gradations of employment that have been quite generally 
accepted; and furthermore, these grades of employment have more or less 
consistently prevailed in the service of the city of Rochester. They 
have been established for the most part by custom, the result of practice 
in working out lines of organization for determining promotion. Grades 
in each instance have been specifically defined in the specifications by 

(1) Titles of positions; 

(2) Duties (expressed in general terms) and the relative importance 
as compared with the duties described in other grades; 

(3) Minimum qualifications for entrance. 

Titles 

The titles in the specifications are for the purpose of officially desig- 
nating the range or grade of the positions in the city service. They are 
descriptive of the duties performed. Unqualified or general words such 
as ''expert," "agent," "minor inspector," etc., have not been used. If 
the specifications are adopted, employees officially designated by the same 
titles will be recognized as performing similar or closely related work 
within a definite grade. The titles will also be evidence that all employees 
having the same official designation should receive compensation on 
substantially an equal basis. Titles therefore may be used for purpose 
of payroll audit. 

Duties 

The description of the duties does not include the exact work require- 
ments or the definite actions of the employees. Details have been 
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eliminated. General terms have been used in describing the duties so 
that the administrator may not be tuinecessarily restricted in assigning: 
work to his employee. The scope and responsibility of the work is sc^- 
defined, however, as to prevent any imdue transfers of duty without a 
corresponding change in title. By having duties described in the specifi- 
cations, it is not intended to restrict work assignments. The primary^ 
purpose of the definitions is merely to serve as a standard or as a measure- 
for classifying the positions in the city service. It is especially provided 
in each grade that the duties include, in addition to the specified work 
requirements, **such related, incidental or emergency duties as may be^ 
assigned.'' 

Qualifications 

The qualifications also serve as a measure for determining the grades^ 
Duties and qualifications are necessarily inter-related. Qualifications^ 
furthermore, are very important factors for the financial control over 
personal service for the reason that the city, as an employer, must be 
assured that employees entering the service, or promoted to a higher grade,, 
are* thoroughly competent by experience and ability to perform the duties 
for which they are to be paid. As used in the specifications, the qualifi- 
cations safeguard the city against the incompetent. They also dignifjr 
the positions. There are already definite qualifications prescribed in the 
charter or the ordinances for many positions in the city service. In no 
instance are the qualifications incorporated in the specifications incon- 
sistent with these. 

As previously mentioned, the classification and specifications have 
been carefully reviewed and informally approved in all city departments- 
by responsible officials. Conferences have been held in each instance 
covering a period of several months, during which time careful consider- 
ation has been given to the details of the work. The specifications are 
submitted herewith, however, with the full realization that they cannot- 
be considered absolutely perfect tuitil they have been subject to practical 
application under the actual conditions of the city service. They are 
considered, nevertheless, to be reasonably correct, in so far as this is. 
possible under conditions surrounding an investigation. When applied 
in practice, changes in the specifications can be made to conform to actuaL 
conditions. Corrections or amendments can easily be made. 

3. Relation of the Classification and the Specifications to Civil Service^ 
Control 

Technically speaking, salary standardization has no bearing upon 
the problem of the Civil Service Commission. The classification proposed 
herewith is primarily for fiscal control over questions of salary. It 
creates standards by which the Board of Estimate and Apportionment 
and the department heads, in submitting their budgets for personal service,, 
can measure the grades of work in the city service. Salary' questions^ 
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"however, are intimately related to other problems of personnel, namely, 
recruiting, advancement and promotion; in fact, they are s^o intimately 
related that they cannot be divorced one from the other. The ftmction 
of the Civil Service Commission concerns the recruiting and promotion of 
the employees who are in the classified service and, therefore, in function, 
must be linked to a considerable degree with the problem of salary stand- 
ardization. It is essential that the classification of city positions for 
purpose of establishing salary standards shall coincide in so far as titles 
and qualifications are concerned with the classification of positions main- 
tained by the Civil Service Commission. For this reason the specifications 
should be carefully reviewed by the Civil Service Commission so that 
inconsistencies, if there are any, may be ironed out. In this regard informal 
conferences have already been held with members of the Civil Service 
Commission, with the result that the Commission, realizing the importance 
of the work, has expressed itself as being desirous of meeting the demands 
herewith considered. This subject, i. e., the relation of the Civil Service 
Commission to the administration of salary standards, is further discussed 
in connection with the procedure for putting into practice the proposals 
of this report. 

4. Benefits to be Derived from the Practical Application of the Standard 
Classification and Specifications 

In stmimarizing the foregoing statements it can be asserted, as the 
result of experience in other cities and in private practice where similar 
standards of employment have been applied, that the following benefits 
will accrue to the City of Rochester with the adoption of the proposed 
classification and specifications: 

(1) There will be a fixed plan and policy, in accordance with orderly 
and businesslike procedure, to assist the Board of Estimate and Appor- 
tionment and the department heads in determining salaries for the city 
employees and in reviewing questions of personal service. 

(2) The policy of eqtial salaries for equal work will be established. 
The Board of Estimate and Apportionment and the department heads will 
have the information necessary to prepare a scientific budget for all matters 
relating to personal service. 

(3) The attractions for the city service will be made known and 
recorded so that there may be a more wholesome regard for the oppor- 
tunities afforded. It will be possible to advertise the possibilities for 
services with the City of Rochester. Lines of promotion will be definitized. 

(4) Titles for personal service will be imiform and standard, thus 
preventing the creation of fictitious and unnecessary employments. 
Furthermore, the actual number of titles in the city service will 
be reduced. 

(5) The specifications will afford a basis for discussion of salary rates. 
This is one of the most important and significant products of the salary 
standardization plan. At the present time salary questions are considered 
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very largely in the light of custom and precedent. Except in a very few 
groups there are no ofl&cial records for reference. No reliable information 
is available so that the appropriating agencies of the city can know defin- 
itely the plans in which the appropriations for personal service will be 
disbursed. The specifications, therefore, in providing standards, assure 
an opporttmity for discussing salary questions in the light of actual duties 
that will be performed by the city employees. 

(6) Opportunities wiU be provided for careers in the city service. 
Capable employees will be duly rewarded. The service will be made 
attractive to future employees and there will be a more wholesome regard 
for the public service. 



PART m 

OUTLINE OF THE PROPOSED STANDARD CLASS- 
IFICATION AND SPECIFICATIONS FOR 

PERSONAL SERVICE 

The following classification of groups of employment has been pre- 
pared in the course of this inquiry. This classification is defined by the 
proposed standard specifications in supplementary Schedule A. It contains 
in outline form the proposed titles for all positions in the city service, the 
Department of Public Instruction, the Public Library and Mt. Hope 
excepted. The titles that are marked (*) are in the official service as 
well as in one of the groups of the classification. In considering this 
classification, strict attention should be given to the specifications in 
Schedule A. These specifications contain the actual standards which fix 
the classification. (For a comparison of the proposed titles and the 
present titles, see Exhibit 2, Part VII.) 

OUTLINE OF GROUPS OF THE TENTATIVE CLASSIFICATION 
OF EMPLOYMENTS OF THE CITY OF ROCHESTER 



Groups 


Symbol 


Grade Title 


BertiUon Clerk 


C-b 


I 


Clerk (Bertillon) 


Bookkeeper and Accountant 


C-ba 


I 


Bookkeeper 






II 


Senior Bookkeeper 






III 


Accountant 


Cashier 


C-cash 


I 


Cashier 


Clerk 


C-c 


I 


Junior Clerk 






II 


Assistant Clerk 

Asst. Clerk (Tab. Mach. Op.) 


• 




III 


Clerk 

Clerk (Tab. Mach. Oper.) 

Clerk (Meter Reader) 






IV 


Senior Clerk 

Deputy Clerk City Court* 






V 


Chief Clerk 
Executive Clerk 
Clerk of City Court 


Court Attendant 


C-at 




Court Attendant* 


Interpreter (Clerk) 


C-i 




Interpreter (Clerk) 


Messenger 


C-m 




Messenger 


Stenographer 


C-s 




Junior Stenographer 






II 


Stenographer 






III 


Secretary (Stenographer) 
Deputy Court Clerk (Sten.)* 


♦(Charter Titles) 





Page 

73 
73 
74 
74 
75 
75 
76 
76 

76 
76 
78 
78 
79 
79 
79 
79 
80 
80 
81 
81 
82 
82 
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Groups 

Storekeeper 
Telephone Operator 
Animal Keeper 

Caretaker and Janitor 



Sjnnbol 

C-st 
C-to 
Cus-ak 

Cus-cj 



Life Guard 
Market Master 



Park Worker 



Cus-lg 
Cus-mm 



Cus-pw 



Reservoir Keeper 

Watchman 

Yardman 

Civil Service Examiner 

Examiner of Plumbers 

Military Instructor 

Recreational Director 



Cus-rk 

Cus-w 

Cus-y 

E-ex 

E-p 

E-mi 

E-rd 



Detective 



Fireman 



FP-d 



FP-f 



Fire and Police Telegraph Oper. FP-fto 



Grade 

I 
I 
I 

II 
I 



Title 



Page 



II 

III 

I 
I 

II 

III 

I 



II 



III 
IV 

V 
I 

II 
I 
I 
I 
I 
I 
I 

II 
III 

I 

II 

III 

I 



■(Charter Titles) 



II 



III 

IV 

V 

VI 
VII 

I 

II 
III 



Storekeeper (Dept. of Char.) 83 

Telephone Operator 83 

Animal Keeper 83 

Head Animal Keeper 84 

Assistant Janitor 84 

Caretaker 84 

Attendant (Museum) 84 

Head Caretaker 85 

Janitor 85 
Supervising Janitor of 

Public Buildings 86 

Life Guard 86 

Assistant Market Master 87 

Market Master 87 

Supt. of Markets 88 

Climber and Primer 88 

Nurseryman 88 

Gardener 88 

Park Foreman 89 

Foreman of Street Trees 89 

Custodian of Herbariimi 89 

Foreman Gardener 89 

General Park Foreman 90 

Asst. Supt. of Parks 90 

Superintendent of Parks 91 

Reservoir Keeper 91 

Overseer of Reservoir 92 

Watchman 92 
Yardman (Custodian of Supp.) 93 
Secretary and Chief Examiner 93 

Examiner of Plumbers 94 

Military Instructor 94 

Playground Director 95 

Recreation Director 95 

Playground Principal 95 
Supt. of Playgrounds and 

Recreation* 96 

Detective 96 

Sergeant of Detectives 97 

Captain of Detectives 97 

Dnver (F. B.) 98 

Hoseman (F. B.) 98 

Ladderman (F. B.) . 98 

Assistant Engineer (F. B.) 98 

Asst. Supt. of Hose (F. B.) 98 

Lieutenant (F. B.) 99 

Engineer (F. B.) 99 

Supt. of Hose (F. B.) 99 

Captain (F. B.) 99 

Assistant Battalion Chief 100 
Battalion Chief (F, B,) .100 
Instr. of training school (F. B.) 100 

Asst. Chief of Fire Bureau 100 

Chief of Fire Force* 101 
Fire and Police Telegraph Oper. 101 
Senior Fire and Police Tel. C^. 102 
Supt. Fire and Police Telegraph 102 
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Groups 
Municipal Police 



Police Matron 
Supervisor of Engines 

Building Inspector 



Fire Hazard inspector 
Health Inspector 



Inspector of Street Cleaning 
and Refuse Collection 



Insp. of Weights and Measures 

Parole Ofl&cer 

Plastering Inspector 
Plumbing Inspector 

Public Works Inspector 



Symbol 


Grade 


FP-p 


I 




II 




III 




IV 




V 




VI 




VII 


FP-pm 


I 


FP-se 


I 




II 


I-bi 


I 




II 




III 


I-fh 


I 




II 


I-hi 


I 




II 



I-sc 

I-wm 

I-paro 

I-plast 
I-plu 

I-pw. 



Ill 



II 

I 

II 
I 

I 
I 

II 
I 



II 



Smoke Abatement Inspector 


I-sa 




Social Investigator 


I-si 


II 
II 


Water Shed Inspector 


I-ws 


Cook 


Ins-c 


Domestic 


Ins-d 




Hospital Attendant 


Ins-ha 




Housekeeper 


Ins-hk 




Laundry Worker 


Ins-lw 




Miscellaneous 


Ins-misc 




Nurse 


Ins-n 




Supt. of Municipal Hospital 


Ins-s 




Blacksmith 


L-bl 


11 


* (Charter Titles) 




JLA 



Title Page 

Patrolman 103 

Policewoman 105 

Sergeant (P. B.) 105 

Lieutenant (P. B.) 104 

Captain (P. B.) 104 

Inspector of Police 105 

Deputy Chief of Police 105 

Chief of Police* 106 

Police Matron 106 
Asst. Supervisor of Fire Engines 106 

Supervisor of Fire Engines 107 

Building Inspector 107 

Assistant Fire Marshal 108 

Fire Marshal* 109 

Fire Hazard Inspector 109 

Chief Fire Hazard Inspector 110 

Sanitary Inspector 110 

Milk Inspector 111 

Food Inspector 111 

Diphtheria Inspector 111 

Chief Health Inspector 1 12 

Inspector of Street Cleaning 

and Refuse Collection 115 
Chief Inspector of Street 

Cleaning and Refuse Coll. 115 

Insp. of Weights and Measures 1 14 

City Sealer of Wgts. and Meas. 1 14 

Parole Officer 115 

Probation Officer* 1 15 

Plastering Inspector 115 

Plumbing Inspector 116 

Chief Plumbing Inspector 116 

Public Works Inspector 117 

Pub. Works Insp. (Water Wks) 117 
Pub. Works Insp. (Sidewalks 

and Street Obstructions) 117 

Pub. Works Insp. (Trench) 1 1 7 

Supervising Inspector (P. W.) 118 

Supervising Inspector (W. W.) 118 

Smoke Abatement Inspector 119 

Social Investigator 120 

Overseer of the Poor* 120 

Water Shed Inspector 121 

Chief Water Shed Inspector 121 

Cook 122 

Domestic 122 

Hospital Attendant 125 

Housekeeper 125 

Laundryman 124 

Laundress 124 

Ambulance Driver 124 

Caretaker 124 

Nurse 125 

Supt. of Municipal Hospital 125 

Blacksmith's Helper 125 

Blacksmith 126 

Horseshoer 126 
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Groups 
Carpenter 



Symbol 
L-c 



Elevator Operator 
Hostler and Driver 



Photographer 
Pluml^r 

Refuse Disposal Plant 



Grade 



I 
II 



Chauffeur and Auto Repairer L-ch 



Cleaner 
Electrician 



Laborer 

Mason 

Mechanic (General) 



Meter Repairer and Setter 



Motor Truck Driver (B. S.) L-md 

Painter L-p 



Pav't and Sewer Maintenance L-ps 



L-cl 




L-el 










II 


L-eo 




L-hd 










II 


L-1 








L-in 




L-mech 








L-ms 










II 



L-ph 
L-pl 

L-rd 



Street Cleaner and Refuse Coll. L-sc 



II 
lU 
IV 

V 
VI 



Title 

Carpenter's Helper 

Carpenter 

Foreman Carpenter 

Chauffeur 

Motor Driver 

Auto Repairman 

Garage Superintendent 

Cleaner 

Charwoman 

Lineman 

Assistant Electrician 

Cable Splicer 

Electrician 

Foreman Electrician 

Elevator Operator 

Hostler 

Driver 

Stableman 

Stable Foreman 

Foreman (Vet. Hos.) 

Supt. of Stables and Shops 

(D. P. W.) 
Laborer 

Foreman of Labor 
Mason 
Stone Mason 
General Mechanic 
Repair Shop Foreman 
Supervising Mechanic 
Meter Repairer and Setter 
Assistant Foreman (Meter 

Repairs and Tests) 
Foreman (Met. Rep. and Tests) 137 
Motor Truck Driver (B. S.) 138 

Carriage Painter 138 

Painter 138 

Sign Painter 138 

Foreman Painter 139 

Pav't and Sewer Repairman 140 
Foreman Street Maintenance 140 
Foreman Sewer Maintenance 140 
Photographer 141 

Plumber 142 

Steamfitter 142 

Foreman Garbage Plant 142 

Foreman Rubbish Incinerator 142 
Supt. Garbage Disposal 143 

Supt. Rubbish Incmerator 143 

Garbage Collector 144 

Sweeper 144 

Loader 144 

Trucker 144 

Dump Foreman 144 

Collection Foreman (B. S.) 145 
Section Foreman (B. S.) 146 

Asst. Dist. Supt. (B. S.) 146 

District Superintendent 147 

Supt. of Streets (Temp.) 147 



Page 

127 
127 
127 
128 
128 
128 
128 
129 
129 
129 
129 
129 
130 
131 
131 
132 
132 
132 
132 
132 

133 
134 
134 
134 
134 
135 
136 
136 
136 

137 
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Groups 



Stationary Engineman 



Supt. of Steel Bridges 
Water Works Maintenance 



Symbol 



L-se 



L-sb 
L-ww 



Grade 

VI 

VII 

I 

II 

III 

I 

I 

II 



III 



Title 



Page 



Wheelwright 
Official 



L-w 
O 



IV 
I 
I 



II 



Architect 



PS-a 



I 
II 



Asst. General Supt. (B. S.) 148 

General Superintendent (B. S.) 148 
Fireman 149 

Stationary Engineman 149 

Sup. of Stationary Enginemen 1 50 
Supt. of Steel Bridges 150 

Assistant Serviceman 151 

Serviceman (Water Works) 151 
Flusher 151 

Tapper 151 

Foreman (Water Wks. Serv.) 152 
Foreman Tapper 152 

General Foreman 153 

WTieelwright 154 

Deputy Commissioner 155 

Deputy Corporation Counsel 155 
Deputy Comptroller 155 

Deputy Treasurer 155 

Deputjr City Clerk 78 

Executive Secretary 155 

Secretary 155 

Probat >n Officer* 115 

Overseer of the Poor* 120 

Health Officer* 167 

Deputy City Engineer* 165 

Chief of Police* 106 

Chief of Fire Force* 101 

Midwife Examiner 155 

Examiner of Stationary Eng. 155 
Supt. of Water Works* 164 

City Sealer* 114 

Supt. of Markets* 88 

Supt. of City Planning* 164 

Fire Marshal* 109 

Supt. of Playgrounds and 

Recreation* 96 

Clerk of City Court* 79 

Deputy Clerk of City Court* 78 
Deputy Court Clerk (Stenog. ) * 79 
Court Attendant* 79 

Majror 154 

President of Common Council 154 

154 
154 
154 
154 
154 
154 
154 
154 
154 
154 
165 
155 
156 
156 



Alderman 

Comptroller 

Commissioner 

Corporation Counsel 

Treasurer 

Assessor 

City Clerk 

Board Member 

•Trustee 

Judge of City Court 

City Engineer* 

Junior Architect 

Architect 

Architect (Landscape) 



*Charter titles included also under separate groups. 
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Groups 


Symbol 


Grade Title 


Bacteriologist and Chemist 


PS-bc 


I 


Laboratory Assistant 






II 


Assist. Bacteriologist 
Assist. Chemist 






III 


Bacteriologist 
Chemist 


Curator 


PS-cur 


I 


Assistant Curator 






II 


Curator 


Departmental Surgeon 


PS-ds 


I 


Departmental Surgeon 


Dietitian 


PS-d 


I 


Dietitian 


Engineer 


PS-e 


I 


Engineering Assistant 

Junior Draftsman 

Junior Engineering Inspector 






II 


Junior Engineer 
Draftsman 














Engineering Inspector 






III 


Assistant Engineer 
Division Engineer 
Division Engineering Insp. 








Senior Draftsman 

Asst. Supt. of City Planning 

Special Deputy City Engineer 






IV 








Engineer 

Supt. of City Planning* 

Supt. of Water Wks. (D. P. W.) 






V 


Consulting Engineer 
City Engineer* 
Deputy City Engineer 


Health Nurse 


PS-n 


I 


Health Nurse 






II 


Supervising Health Nurse 


Health Phjrsician 


PS-hp 


I 


Health Physician and 


• 






Medical Examiner 
Special Med. Exam. (Schools) 






II 


Deputy Health Officer 
Health Officer 


Lawyer 


PS-1 


I 


Jr. Asst. Corporation Counsel 






II 


Asst. Corporation Counsel 
Sr. Asst. Corporation Counsel 






III 


Pathologist 


PS-path 


I 


Sero-pathologist 


Physician 


PS-phy 


I 


Res. Phjrsician (Mun. Hosp.) 


Psychopathist 


PS-psy 


I 


Psychopathist 


Statistician 


PS-st 


I 


Registrar of Vital Statistics 


Veterinarian 


PS-v 


I 


Veterinarian 

Veterinarian (Health Bureau) 



Page 

157 
157 
157 
158 
158 
159 
159 
160 
160 
161 
161 
161 
161 
161 
161 
162 
162 
162 
162 
162 
164 
164 
164 
*164 
165 
165 
165 
169 
170 

166 
166 
167 
167 
168 
168 
169 
170 
171 
171 
172 
172 
172 



'(Charter Titles) 



PART IV 

THE PROCEDURE FOR APPLYING THE 

RECOMMENDATIONS OF 

THIS REPORT 

I. The Method of Bringing about the Change from the Present Classifica- 
tion to the Proposed 

In order to apply the recommendations of this report, the standard 
classification and specifications (Schedule A) must be officially adopted 
by the Common Council and the Board of Estinfate and Apportionment, 
which is the agency of the city government for fixing salaries. The fol- 
lowing resolution is suggested for this purpose : 

RESOLUTION 

Providing for the Adoption of Standard Specifications for Personal Service 

(1) All offices and positions in the government of the City of Rochester 
shall be classified into groups and grades in accordance with the duties 
pertaining to each such office or position. Such classification shall not 
conflict with provisions of the charter or city laws, but shall otherwise be 
established by specifications defining for each grade of employment the 
titles, duties and responsibilities, and the minimum qualifications for 
entrance and promotion in the city service. The titles designated by the 
specifications shall be the official and payroll titles for the positions. 

(2) The term "Group'' shall be considered to include all positions in a 
special profession, vocation, occupation or trade involving a distinctive 
line of work which requires special experience or educational training. 
The term "Grade'' shall be considered to be a subdivision of a "Group" 
to include all positions having substantially identical or equal authority, 
duties and responsibilities as distinct from all other grades in that particular 
"Group." The term "Advancement" shall be considered to mean an 
increase from one salary rate to another salary rate within a grade. The 
term "Promotion" shall be considered to mean a change from the perform- 
ance of the duties of one grade to the performance of the duties of a higher 
grade and involves a change in salary to the rates of the higher grade as 
well as a change in title. The qualifications contained in the specifications 
must be fulfilled by a person preliminary to appointment or promotion. 

(3) The following specifications defining the classification of city 
employees into groups and grades shall hereafter apply to all positions 
and employments in the city service. (Insert here the classificdtion and 
specifications contained in Part VIII of this report.) 
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(4) The offices and positions of the city service existing January 1, 
1920, shall be rearranged and regraded into the groups and grades according 
to the terms of the standard specifications for personal service by a com- 
mittee of three, consisting of a representative of the Municipal Civil 
Service Commission, a representative of the Committee on Salaries and 
Grades of the Common Coimcil, and a representative of the head of the 
department in which the particular positions being appraised are employed. 
This rearrangement and gradation shall not in any way be deemed to 
nullify or abolish any office, position or employment or in any way alter 
or affect the rates or regular status of the existing officers or employees 
filling such offices and positions. Any employee objecting to any provision 
of the classification affecting his particular position may, with the consent 
of the department head imder whom he is employed, appeal in writing to 
the Mayor, and shall be entitled to a hearing upon his appeal.* 

(5) Incumbents of positions in the city service classified in accordance 
with the provisions of the standard specifications shall hereafter perform, 
in so far as practicable, the duties prescribed for the respective grades, 
but nothing shall be construed to limit or restrict administrative authority 
in the reasonable assignment of related, incidental or emergency duties 
to their employees. 

(6) Hereafter, any board, commission or officer of the city desiring 
to make an appointment or promotion shall notify the Board of Estimate 
and Apportionment of the fact, with the following information: 

(a) Title of new position and, in case of promotion, the title of the 
old position; 

(b) Group; 

(c) Grade; 

(d) A statement of the proposed duties, together with a statement 
indicating the necessity for creating the new position; 

(e) Citations in the Charter, if any, applying to the position; and 

(f) Proposed salary rate. 

The Board of Estimate and Apportionment, on receipt of this informa- 
tion shall request the Civil Service Commission to make an investigation 
to determine whether the appointment or promotion is for a position that 
is contained in the Standard Specifications, and, if so, to determine whether 
the proposed title is in accordance with the terms of the Standard Specifi- 
cations. If the appointment is for a position that is not covered in the 
specifications, this will indicate that the position is new, and will require 
that the specifications shall be amended to make allowance therefor. 

(7) It shall be the duty of the Civil Service Commission acting as 
the agent of the Board of Estimate and Apportionment, to change or 
amend the specifications when the needs of the service require such changes 
to be made. 



*For an unofficial application of the proposed standard titles, see Exhibit 1, page 29. 
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The adoption of the above resolution would make the positions in the 
city service conform to the standard titles of the specifications. It would 
bring about the transition from the present to the proposed. It would 
place on record the policy of equal pay for equal service. To make the 
salary standardization plan operative it will also be necessary to have the 
Civil Service Commission officially adopt the standard specifications for 
purposes of defining the positions which are under their jurisdiction. It 
is not the object of this report to bring about any changes in the exempt, 
competitive, non-competitive and labor classes of the Civil Service, but 
it is important that the nomenclature of the titles, as used by the Civil 
Service Commission, should be the same as the nomenclature for the 
positions as used by the Board of Estimate and Apportionment. This 
may seem somewhat confusing, but it should be noted that there are two 
distinct functions, in (1) creating a position and fixing its salary; and (2) 
appointing the employee for the position. The Board of Estimate and 
Apportionment creates the positions and fixes the salaries; while the 
appointing power, which is either in the hands of an officer alone or com- 
bined with the Civil Service Commission, finds the employee for the 
position. This is furthermore confused in that the Municipal Civil Service 
Commission derives its power from the State Civil Service Commission, 
as well as from the City Charter. It is essential, nevertheless, that the 
Civil Service Commission should amend its rules to recognize the standard 
specifications. 

If the recommendations of this report are accepted, the Civil Service 
Commission would become the staff agent of the Board of Estimate and 
Apportionment in matters of personal service. Under these circumstances, 
there should be no confusion. 

2. Administration of th^ Proposed Classification and Standard Specifica- 
tions after Adoption 

Provision rriust be made for administering the proposed plan for 
classifying the positions in the city service. No special changes in the 
Civil Service rules, in addition to those recommended in the previous 
section, will be necessary. The adoption of the proposed resolution, 
together with the changes in the Civil Service rules will provide sufficient 
power for the continuous application of the specifications. Obviously, 
the Civil Service Commission is the logical agency for administering the 
plan and for assisting the Board of Estimate and Apportionment in matters 
of personal service control. The following suggestions are made to assist 
the Civil Service Commission in this work: 

(1) The use of civil service history and work record cards. 

In administering their functions the Commission should have available 

n its files information regarding the duties, responsibilities and civil service 

story of each city employee. A card form, somewhat similar to the civil 

service and work record card used by the Bureau of Municipal Research 
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in the conduct of this study (see page 82), can be devised for this purpose ► 
In all probability this card can also be adopted for a roster. The informa- 
tion, contained on this card, should include for each employee: 

(a) Title; 

(b) Occupation or experience prior to entrance into the city servicer 

(c) Organization tmit, i. e., department, commission, bureau or 
division in which the duties are performed; 

(d) Immediate superior; 

(e) Description of the scope and responsibility of duties; and 

(f ) Record of the history in the city service including facts regarding: 
entrance; changes in title; transfer; advancement; promotion;: 
changes in duties; salary rates from the time of entrance into the 
service ; reinstatements and separations from the service. 

This information should provide a continuing record. It will be 
invaluable to the Civil Service Commission in checking payrolls and irt 
controlling the classification. It will be of use to the Board of Estimate 
and Apportionment in reviewing salary rates and requests for salary^ 
increases. Any tendencies such as wrong usage of the title, salary out 
of grade, unqualified advancements or promotions, can be readily detected 
and reported directly to the agency responsible for the proper controL 
Every department should have a duplicate copy of the cards pertaining to 
its employees. 

In the course of this investigation, much material has been collected 
that will be of value in starting a file of civil service and work record cards, 
for every employee in the city. This material is now in the files of the 
Bureau of Municipal Research and can be readily transferred. Considerable 
additional work would be involved to supplement this information and 
bring it up to date. 

(2) The use of organization reports and organization charts. 

The Civil Service CcJmmission should have organization reports and 
charts describing the ftmctions of all departments. These would provide 
useful and pertinent information to the Commission in the performance 
of its functions. 

(3) The performance of functions already authorized in the rules of 
the Civil Service Commission. 

The strict observance of the following functions already authorized 
in the rules of the Civil Service Commission are essential: 

(a) Review and audit of all payrolls; 

(b) Report and action on all promotions; 

(c) Report upon all requests for new positions; 
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fd) Investigations of the city departments to make certain that the 
employees are performirig duties consistent with their official 
classification. 

3. Increase in Appropriation for the Municipal Civil Service Commission 

To perform efficiently the fimctions prescribed by law and to admin- 
ister the new classification that is proposed in this report, the present 
organization of the Mtmicipal Civil Service Commission shotild be consid- 
*erably enlarged. The Commission is in reality the employment manager 
for the City of Rochester. The laws of the city have reqiured that the 
Commission shall perform certain definite ftmctions which are of the 
TUtmost importance in order to assure an amicable relationship between 
the employer (the City of Rochester), and the employee (the civil servants 
of the city) . At the present time the Commission is seriously handicapped. 
It is only able to perform superficially the duties that are required of it. 
It should not be understood by this statement that the present personnel 
of the Commission is not doing all in its power to properly perform its 
ftmctions, for it can imqualifiedly be said that the Commission, handi- 
capped as it is, is performing its duties with due credit. It is the duty of 
the city authorities to give the Commission sufficient appropriation to 
perform constructive work, or otherwise the Commission will always be 
handicapped and be in a position merely to render routine service. As 
previously recommended, the appropriation of the Commission should 
Tdc increased at least $5,000 to provide for an investigator or examiner 
who is thoroughly versed in the problems of personnel applying to the 
public service and at least two stenographers to assist in maintaining the 
proper records. 



PART V 

SUGGESTIONS FOR FUTURE STUDIES OF PROBLEMS 

OF PERSONAL SERVICE IN THE 
CITY OF ROCHESTER 

The Special Committee of the Common Council should not consider 
that its work is completed with the submission of reports on standard 
specifications and salary rates. These special problems are without 
doubt the most fundamental, but there are a ntimber of resulting problems 
which should be made the subject of further inquiry. The Bureau of 
Mimicipal Research therefore proposes that the Special Committee con- 
sider the advisability of conducting studies, as suggested in the following 
paragraphs: 

1. The city as an employer is responsible for the good health of its 
employees. This is a moral obligation. The city is furthermore financially 
obligated under the terms of the Workmen's Compensation Act in case of 
accident or sickness caused directly by conditions of employment. Physical 
standards should be required as a protection to the city and the employee. 
These standards will naturally differ with the various vocations that com- 
prise the city service. It is recommended, therefore, that the Civil Service 
Commission, which now has the power to prescribe physical examinations 
in conformity with Rule XI of the Commission, enlist the aid of the Bureau 
of Health; and that these two organizations jointly conduct an inquiry 
and propose such physical 'standards as may be necessary for the city 
employees hereafter entering its service. 

2. Jhere should be a scientific study to report upon a plan for pensions 
for city employees, and if such a plan is considered desirable, a subsequent 
report shotdd be prepared presenting proposals. 

3. The problem of vacations, sick leave and hours of work should be 
made the subject of a separate study, in order to assure an established and 
uniform policy in these regards. 

4. Formal procedure should be worked out so that groups of employees 
may petition the Board of Estimate and Apportionment and receive 
hearings upon subjects concerning their interest. 

5. Studies of the cost of living should be made periodically to assure 
that the city is not paying salaries or wages to any employees insufficient 
to maintain a decent standard of living. 

6. Definite requirements for satisfactory service for advancement 
and promotion should be made to furnish a basis for salary increases. 
The power to make these requirements is definitely stated in paragraph 
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5 of Rule XXVII of the Civil Service Commission. An intensive study 
should be made to prepare factors for rating so that this rule can be applied 
in actual practice. 

7. The Civil Service Commission should broaden its activities and be 
given sufficient appropriation to concentrate upon some of the important 
problems within its jurisdiction. Many of these problems are specifically 
stated in the Commission's rules, but the Commission is unable to perform 
them because of its small organization and insufficient appropriation. 
One of the most important of these is the problem of promotion. Too 
frequently there is original entrance into positions in the city service with 
resulting injustice to employees who are already in the service and thor- 
oughly qualified by experience to fill the positions. By having more 
promotional examinations and opening these examinations to existing 
employees, there will be afforded greater opportunities for pursuing careers 
in the city service with an increasing interest and loyalty on the part of 
the personnel. This conforms to established procedure in every successful 
private business enterprise. There is no reason why a promotional plan 
cannot be worked out satisfactorily within the city service. If the standard 
classification and specifications suggested in this report are adopted, the 
way is made clear for a beginning. Full and explicit power is given the 
Mtmicipal Civil Service Commission under authority of Rule XXVII to 
regulate promotions, but under present conditions it is not within the 
bounds of a physical possibility for the Commission to make provisions 
of this rule effective. Where qualifications are such that employees 
within the city service cannot fUl the vacancies for the new position, 
original entrance into the service is obviously essential. 

8. It is possible that there should be more positions in the classified 
civil service. The opportunity to enter the present service by means of 
non-competitive examinations as minor inspectors or skilled laborers 
is open to abuse. It handicaps the administrators and is not fair to the 
loyal city employees. A reclassification of the exempt and non-competitive 
classes of the civil service would well be worth the while for further inquiry. 
In this report it will be noted that the position of minor inspector is not 
contained in the standard specifications. If this report is adopted, one 
of the largest loopholes for gaining entrance into the city service without 
competitive examination will be closed. But it is possible that there are 
other positions in the civil service non-competitive class that can also be 
made competitive. 



PART VI 

WORK PROGRAM AND PROCEDURE IN 
CONDUCTING THE INQUIRY 

The inquiry was officially authorized January 26, 1916. Soon after 
the appointment of the Council Committee on Salaries and Grades the 
Rochester Bureau of Mimicipal Research was asked to perform the actual 
details of the study and to prepare independently a report with constructive 
proposals to meet the demands of the Council resolution. Full facilities 
were offered the Bureau to pursue this work and all departments and city 
employees were officially requested by the Mayor to cooperate and furnish 
any material that might be required. Each department appointed a 
representative to cooperate with the committee in all phases of the work. 
In this connection the relationship between the Bureau and the city 
departments has been most cordial and in every instance there has been a 
ready response to all demands upon the time and services of the city 
officials or employees. The work was seriously but unavoidably inter- 
rupted because of the World War. From January, 1918, to May, 1919, 
no steps were taken towards its completion. Since May, 1919, intensive 
effort has been concentrated upon the problem, with the result of this 
report. 

The work program included four steps (1) collection of data regarding 
work requirements, responsibilities, salary rates and titles for each of the 
3,700 employees in the city service; (2) the classification of employees 
into groups, i. e., profession, occupation, or trade; (3) preparation of 
specifications for each group; and (4) conferences with departmental 
officials. In all this work the experience of other cities and states as well 
as private corporations where similar studies have been made was made 
use of. 

(1) Collection of data. 

(a) Civil service and work record cards. 

At the outset of the inquiry each employee filled out the civil service 
and work record card registering information which gave a continuing 
history of his service since entering the city's employ. In addition to the 
information regarding the history of each employee this card also regis- 
tered other information that is pertinent to the inquiry. The card was 
filled out originally by the employee himself. It was then reviewed by the 
employee's immediate superior, so that the accuracy of the statements 
might be assured. Later, examiners from the Bureau of Municipal 
Research inspected the statements and whenever changes were deemed 
advisable the cards were re-submitted to the department for correction 
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or amendment. This card work comprised the first important step of 
the committee. It was necessary, however, to re-submit these cards to 
the departments in May, 1919, because the serious interruption caused 
by the war made much of the earlier information obsolete. 

(b) Organization Reports. 

Simultaneously with the card work, organization reports were pre- 
pared for many departments, giving in general terms a description of the 
work in the various bureaus, the number of employees contained therein, 
the methods of assigning work, and departmental practices. These reports 
were invaluable in obtaining first hand information concerning the sur- 
roundings of the city employees. They afforded a convenient backgroimd 
for obtaining useful information for the subsequent studies of the Com- 
mittee. These reports are in the files of the Bureau of Mimicipal Research. 
They were prepared in 1917 and consequently are somewhat out of date. 
(It has been previously suggested that the Mtmicipal Civil Service Com- 
mission obtain copies of these reports for their own files and conduct such 
investigations as may be necessary to make them apply to present 
conditions.) 

(2) Classification of positions. 

After the basic material had been collected by means of (1) the civil 
service and work record cards, (2) the organization reports, and (3) informal 
conferences with city departments, the city service was studied from the 
standpoint of a single employer regardless of any departmental organiza- 
tion. This was for the purpose of ascertaining the number of vocations, 
occupations and trades comprising the city service. The data previously 
referred to was very useful for this purpose. It was subsequently deter- 
mined that there are the 89 different groups of employments which are 
contained in the standard classifications and specifications in this report. 
Each position in the city service was then studied by its present title, work 
requirements, responsibilities and qualifications and was classified within 
the group to which it was considered to belong. 

(3) Preparation of proposed classification and specifications. 

Each group was studied in detail in order to determine its special 
characteristics and subsequently the specifications for personal service 
were prepared. This specification work was by far the most important 
part of the standardization study. First the number of grades in each 
group was determined as accurately as possible; secondly, the past and 
present practices in the city were studied and analyzed with respect to 
each grade; and thirdly, comparisons were made with similar grades of 
work in other cities and states that could be compared to Rochester, 
particularly in those cities and towns which had already adopted standard 
classifications and specifications. 
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(4) Conferences with departmental officials. 

In all of this work close cooperation was maintained with the depart- 
ments, but the preparation of the specifications required by far the greatest 
amotmt of contact and brought forth many important and valuable expres- 
sions of opinions, suggestions and criticisms. After a first draft of the 
specifications had been prepared by the Bureau's examiners they were 
considered to be in condition for official conferences and each department 
head was given a copy of the specifications which pertained to the positions 
in his employ. Subsequently other conferences were held. ' As a result 
of suggestions from the departmental representatives and in many instances 
from the department heads, changes were made in the first draft of the 
specifications and a second edition was prepared and re-submitted to the 
department. Additional conferences followed and a substantial agreement 
was reached between the staff examiners and the departments as to the 
contents of the specifications. Schedule A of this report contains the 
fesults of this procedure. The specifications therefore are not necessarily 
the production of the work of the examiners, but equally represent the 
consideration and opinions of departmental officials as well as the exper- 
ience of other cities and states. It should also be mentioned that the 
specifications were submitted to a number of the largest business concerns 
in the City of Rochester in order to obtain comparative experience between 
the pubUc service and the private sendee. 



Part VII— Exhibits 



EXHIBIT NO. I 

Present titles in the city service, by departments, reclassified by 
title according to the proposed classification and specifications for personal 
service. 



1919 Budget Titles 
of Positions 



Secretary 
Stenographer 



Proposed Titles 
of Positions 

ART COMMISSION 

Secretary 
Stenographer 



Proposed Group 



Official 
Stenographer 



Proposed 
Grade 



1 

2 



ASSESSMENT AND TAXATION 



Assessor 
Chief Clerk 
Clerk 

Second Clerk 
Temporary Clerk 
Temporary Mech. Engineer 
Male Secretary 
Junior Clerk 



Assessor 

Senior Clerk 

Clerk 

Senior Clerk 

Clerk 

Engineer 

Executive Secretary 

Clerk 



Official 

Clerk 

Clerk 

Clerk 

Clerk 

Engineer 

Official 

Clerk 



2 
4 
3 
4 
3 
4 
1 
3 



BOARD OF CONTRACT AND SUPPLY 



Secretary 
Clerk 



Executive Secretary 
Senior Clerk 



Official 
Clerk 



1 
4 



BOARD OF EXAMINERS OF MIDWIFERY 



Examiner 



Examiner of Midwives 



Examiner of Midwifery 1 



BOARD OF EXAMINERS OF PLUMBERS 



Member of Examining Board Examiner of Plimibers 
Clerk Clerk 



Examiner of Plumbers 1 
Clerk 3 



BOARD OF EXAMINERS OF STATIONARY ENGINEERS 



Member of Examining 
Board 



Examiner of Stationary 
Engineers 



Examiner of Stationary 
Engineers 1 



BOARD OF SCHOOL CENSUS 



Secretary 
Stenographer 
Clerk 
Clerk 



Executive Secretary 
Stenographer 
Clerk 
Assistant Clerk 



Official 
Stenographer 
Clerk 
Clerk 



1 
2 
3 

2 



32 



CIVIL SERVICE CLASSIFICATION 



1919 Budget Titles 
of Positions 


Proposed Titles 
of Positions 

CHARITIES 


Proposed Group 


Proposed 
Grade 


Commissioner 
Deputy Commissioner 
Overseer of Poor 
Chief Investigator 
Investigator 
Psychopathist 
Storekeeper 
Stenographer 
Laborer 


Commissioner 
Deputy Commissioner 
Overseer of Poor 
Social Investigator 
Social Investigator 
Psychopathist 
Storekeeper (D. C.) 
Senior Stenographer 
T^aborer 


Official 

Official 

Social Investigator 

Social Investigator 

Social Investigator 

Psychopathist 

Storekeeper 

Stenographer 

Laborer 


2 

1 
2 
1 
1 
1 
1 
3 
1 


• 


CITY CLERK 






City Clerk 

Deputy City Clerk 

Marriage License Clerk 

Secretary 

Messenger 

Clerk 

Additional License Clerk 


City Clerk 
Deputy City Clerk 
Senior Clerk 
Secretary (Stenog.) 
Messenger 
Senior Clerk 
Clerk 


Official 

Official 

Clerk 

Stenographer 

Messenger 

Clerk 

Clerk 


2 
1 
4 
3 
1 
4 
3 




CIVIL SERVICE COMMISSION 




Commissioner 
Secretary 
Chief Clerk 


Commissioner 

Sec. and Chief Examiner 

Senior Clerk 


Official 2 
Civil Service Examiner 1 
Clerk 4 



COMMON COUNCIL 



President 


Pres. of Common Council 


Official 


2 


Alderman 


Alderman 

COMPTROLLER 


Official 


2 


Comptroller 


Comptroller 


Official 


2 


Deputy Comptroller 


Deputy Comptroller 


Official 


1 


Ledger Bookkeeper 


Accotmtant 


Bookkeeper and 








Accountant 


3 


Chief Clerk 


Chief Clerk 


Clerk 


5 


Record Bookkeeper 


Bookkeeper 


Bookkeeper and 








Accountant 


1 


Local Improvement Clerk 


Bookkeeper 


Bookkeeper and 








Accountant 


1 


Clerk (General) 


Clerk 


Clerk 


3 


Investigator 


Clerk 


Clerk 


3 


Secretary 


Clerk 


Clerk , 


3 


Stenographer 


Stenographer 


Stenographer 


2 


Tabulating Machine Oper. 


Clerk (Tab. Mach. Oper.) 


Clerk 


3 


Confidential Examiner of 




Bookkeeper and 




Accounts 


Bookkeeper 


Accountant 


1 


Clerk 


Clerk 


Clerk 


3 


Junior Clerk 


Junior Clerk 


Clerk 


2 
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1919 Budget Titles 
of Positions 


Proposed Titles 
of Positions 


Proposed Group 


Proposed 
Grade 


CITY COURT (Criminal Branch) 




Judge of City Court 


Judge of City Court 


Official 


2 


Clerk of City Court 


Clerk of City Court 


Clerk 


5 


Deputy Clerk of City Court 


Deputy Clerk of City Court 


Clerk 


4 


Investigator and Probation 


Investigator at City 






Officer 


Court 


Parole Officer 


1 


Confidential Clerk 


Deputy Clk. of City Court 


Clerk 


4 


Interpreter 


Interpreter (Clerk) 

• 


Interpreter (Clerk) 


1 


CITY COURT (Civil Branch) 






Judges 


Judge of City Court 


Official 


2 


Clerk 


Clerk of City Court 


Clerk 


5 


Deputy Clerk (Stenog.) 


Deputy Clerk (Stenog.) 


Stenographer 


3 


Deputy Clerk 
Attendant 


Deputy Clerk of City Court 


Clerk 


4 


Court Attendant 


Court Attendant 


1 


Telephone Operator 


Telephone Operator 
ENGINEERING 


Telephone Operator 

• 


1 


City Engineer 


City Engineer 


Engineer 


5 


Consulting Engineer 


Consulting Engineer 


Engineer 


5 


Principal Assistant Engineer 


Special Deputy City Eng. 


Engineer 


4 


Engineer in Charge of 








Construction 


Engineer 


Engineer 


4 


Engineer of Water Works 
Distribution 








Engineer 


Engineer 


4 


Mech. and Elec. Engineer 


Engineer 


Engineer 


4 


Office Engineer 


Engineer 


Engineer 


4 


Special Assistant Engineer- 


Engineer 


Engineer 


4 


1st Assistant on Ordmances 


AsSstant Engineer 


Engineer 


3 


2nd Assistant on Ordinances 


Assistant Engineer 


Engineer 


3 


Res. Eng. Sewage Disposal 


Engineer 


Engineer 


4 


Supervisor of Street Lighting 


Assistant Engineer 


Engineer 


3 


Assistant Engineer 


Assistant Engineer 


Engineer 


3 


Assistant Engineer on Parks 


Assistant Engineer 


Engineer 


3 


Assistant Engineer on 








Sewage Disposal 


Assistant Engineer 


Engineer 


3 


Asst. Eng. on Assessments 


Assistant Engineer 


Engineer 


3 


Asst. Eng. on Water Works 








Distribution 


Assistant Engineer 


Engineer 


3 


Chief Inspector 


Assistant Engineer 


Engineer 


3 


Pipe Inspector 


Junior Engineering Insp. 


Engineer 


1 


Division Inspector 


Division Engineering Insp. 


Engineer 


3 


Transitman in Charge of 








Construction 


Junior Engineer 


Engineer 


2 


Transitman 


Junior Engineer 


Engineer 


2 


Chainman 


Engineer Assistant 


Engineer ' 


1 




Clerk 


Clerk 


3 


Rodman 


Engineer Assistant 


Engineer 


1 


1st Draftsman 


Draftsman, Senior 


. Engineer 


3 


Architectural Draftsman 


Junior Architect 


Architect 


1 


Draftsman 


Draftsman 


Engineer 


2 




Junior Draftsman 


Engineer 


1 
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1919 Budget Titles 
of Positions 



Junior Draftsman 

Computer 

Draftsman on Sew. Disposal 

Chief Clerk 

Asst. Chief Clerk 

Statistician 

Clerk 

Secretary 

Stenographer 

Telephone Operator 

Chauffeur 

Skilled Laborer 



Minor Inspector 

Public Improvement Insp. 

Inspector 
Inspector (Diver) 



Proposed Titles 
oi Positions 

Bngineering (Continued) 

Draftsman 

Assistant Engineer 

Senior Draftsman 

Chief Clerk 

Senior Clerk 

Jimior Engineer 

Clerk 

Secretary (Stenog.) 

Stenographer 

Telephone Operator 

Chauffeur 

Laboratory Assistant 

Photographer 
Engineenng Assistant 
Junior Engmeering Insp. 
Junior Engineering Insp. 
Engineering Inspector 
Jtmior Engineenng Insp. 
Junior Engineering Insp. 



Proposed Group Gnade 


Engineer 
Engineer 
Engineer 
Clerk 


2 
3 
3 

5 


Clerk 


4 


Engineer 
Clerk 


2 

3 


Stenographer 
Stenographer 
Telephone Operator 
Chauffeur and Auto 


3 
2 
1 


Repairer 
Bacteriologist and 
Chemist 


1 
1 


Photographer 

Engineer 

Engineer 

Engineer 

Engineer 

Engineer 

Engineer 


1 
1 
1 
1 
2 
1 
1 



Special Supt. and Supt. of 

Surveys 
Special Assistant Supt. of 

City Planning 
Senior Draftsman 
Transitman 
Draftsman 
Junior Draftsman 
Minor Inspector 
Special Deputy Supt. of 

City Planning 



Supt. of City Planning 


Engineer 


Assistant Engineer of City 




Planning 


Engineer 


Senior Draftsman 


Engineer 


Assistant Engineer 


Engineer 


Draftsman 


Engineer 


Junior Draftsman 


Engineer 


Engineering Assistant 


Engineer 


Assistant Supt. of City 




Planning 


Engineer 



3 
3 
2 
2 
1 
1 



Division of Municipal Buil4iiigs 



Inspector of Municipal 

Buildings 
Janitor 

Assistant Janitor 
Elevator Conductor 
Forewoman 
Charwoman 
Men Attendants 
Women Attendants 
Laborer 

Watchman 

Engineer 



Supervising Caretaker of 

Public Buildings 
Janitor 

Assistant Janitor 
Elevator Conductor 
Charwoman 
Charwoman 
Caretaker 
Caretaker 
Cleaner 
Laborer 
Watchman 
Elevator Operator 
Janitor 



Caretaker and Janitor 3 

Caretaker and J anitor 3. 

Caretaker and Janitor 

Elevator Conductor 

Cleaner 

Cleaner 

Caretaker and Janitor 

Caretaker and Janitor 

Cleaner 

Laborer 

Watchman 

Elevator Operator 

Caretaker and Janitor 
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1919 Budget Titles 
of Positions 



Corporation Counsel 
Deputy Corporation Counsel 
1st Asst. Corp. Counsel 
2nd Asst. Corp. Counsel 
3rd Asst. Corp. Counsel 
4th Asst. Corp. Counsel 
5th Asst. Corp. Counsel 
6th Asst. Corp. Counsel 
Stenographer 
AJinor Inspector 



Secretary 
Executive Clerk 
Stenographer 



Curator 
Asst. Curator 
Stenographer 
Laborer 
Laborer 

Mechanic 

Librarian and Attendant 



Commissioner 

Secretary 

Bookkeeper 

Clerk 

Stenographer 

Surgeon 

Military Instructor 



Fire Marshal 
Asst. Fire Marshal 
Building Inspector 
Building and Combustible 

Inspector 
Minor Inspector 
Smoke Inspector 

Plaster Inspector 

Stenographer 

Clerk 



Chief 

Asst. Chief 
Battalion Chief 
Asst. Battalion Chief 



Proposed Titles 
of Positions 

LAW 

Corporation Counsel 
Deputy Corporation Counsel 
Sr. Asst. Corp. Counsel 
Sr. Asst. Corp. Counsel 
Asst. Corporation Counsel 
Asst. Corporation Counsel 
Jr. Asst. Corp. Cotmsel 
Jr. Asst. Corp. Counsel 
Stenographer 
Clerk 

MAYOR'S OFFICE 

Executive Secretary 
Senior Clerk 
Stenographer 

MUNICIPAL MUSEUM 

Curator 
Asst. Curator 
Stenographer 
Attendant (Museum) 
Cleaner 

General Mechanic 
Clerk (Librarian) 

PUBLIC SAFETY 

Commissioner's Office 

Commissioner 

Executive Secretary 

Clerk 

Clerk 

Stenographer 

Departmental Surgeon 

Military Instructor 

Bureau of Buildings 

Fire Marshal 
Asst. Fire Marshal 
Building Inspector 
Chief Fire Hazard 

Inspector 
Fire Hazard Inspector 
Smoke Abatement 

Inspector 
Plastering Inspector 
Senior Stenographer 
Clerk 

Fire Bureau 

Chief of Fire Force 
Asst. Chief of Fire Bureau 
Battalion Chief (F. B.) 
Asst. Battalion Chief (F. B.) 



_ , ^ Proposed 

Proposed Group Grade 



Official 2 

Official 1 

Lawyer 3 

Lawyer 3 

Lawyer 2 

Lawyer 2 

Lawyer 1 

Lawyer 1 

Stenographer 2 

Clerk 3 



Official 

Clerk 

Stenographer 



Curator 

Curator 

Stenographer 

Caretaker and Janitor 

Cleaner 

General Mechanic 
Clerk 



Official 

Official 

Clerk 

Clerk 

Stenographer 



1 
4 
3 



2 
1 
2 
1 
1 

1 

3 



2 
1 
3 
3 

2 



Departmental Surgeon 1 
Military Instructor 1 



Building Inspector 3 

Building Inspector 2 

Building Inspector 1 

Fire Hazard Inspector 2 

Fire Hazard Inspector 1 
Smoke Abatement 

Inspector 1 

Plastering Inspector 1 

Stenographer 3 

Clerk 3 



Fireman 
Fireman 
Fireman 
Fireman 



7 
6 
5 
4 
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1919 Budget Titles 
of Positions 


Proposed Titles 
of Positions 


Proposed Group Grade 




Fire Bureau (Continued) 






Instructor of Training 


Instructor of Training 






School 


School (F. B.) 


Fireman 


5 


Clerk 


Executive Clerk 


Clerk 


5 


Supt. of Hose 


Supt. of Hose (P. B.) 


Fireman 


2 


Asst. Supt. of Hose 


Asst. Supt. of Hose (F. B.) 


Fireman 


1 


Supt. of Engines 


Supervisor of Engines 


Supervisor of Engines 


2 


Captain 


Captain (F. B.) 


Fireman 


3 


Lieutenant 


Lieutenant (F. B.) 


Fireman 


2 


Engineer 


Engineer (F. B.) 


Fireman 


2 


Auto Mechanician 


Asst, Supervisor of Engines 


Supervisor of Engines 


1 


Fireman 


Driver, Hoseman, Ladder- 
man, Asst. Engineer or 
Asst. Supt. of Hose 


Fireman 


1 


Substitutes 


Omit 






Veterinary Surgeon 
Supt. of vet. Hospital 


Veterinarian 


Veterinarian 


1 


Foreman (Vet. Hospital) 


Hostler and Driver 


2 


Foreman 


Hostler 


Hostler and Driver 


1 


Laborer 


Stableman 


Hostler and Driver 


1 


Laborer 


Carpenter's Helper 


Carpenter 


1 


Horseshoer 


Horseshoer 


Blacksmith 


2 


Blacksmith's Helper 


Blacksmith's Helper 


Blacksmith 


1 


Blacksmith 


Blacksmith 


Blacksmith 


2 


Woodworker 


Wheelwright 


Wheelwright 


1 


Painter 


Carriage Painter 


Painter 


1 


Skilled Helper 


General Mechanic 


General Mechanic 


1 


Skilled Laborer 


Carpenter 


• Carpenter 


1 


Charwoman 


Charwoman 


Cleaner 


1 


Day Janitor 


Asst. Janitor 


Caretaker and Janitor 


1 


. 


Fire and Police Telegraph 






Superintendent 


Supt. of Fire and Police 
Telegraph 


Fire and Police 






Telegraph Operator 


3 


Acting Asst. Superintendent 


Asst. Supt. of Fire and 


Fire and Police 






Police Telegraph 


Telegraph Operator 


2 


Lineman 


Lineman 


Electrician 




Inside Wireman 


Asst. Electrician 


Electrician 




Cable Splicer 


Cable Splicer 


Electrician 




Operator 


Fire and Police Telegraph 


Fire and Police 






Operator 


Telegraph Operator 




Laborer 


Laborer 


Laborer 




Charwoman 


Charwoman 


Cleaner 




Skilled Laborer 


Electrician 

Bureau of Police 


Electrician- 




Chief 


. Chief of Police 


Municipal Police 


7 


Deputy Chief 


Deputy Chief of Police 


Mtmicipal Police 


6 


Inspector 


Inspector of Police 


• Municipal Police 


5 


Capt. of Detectives 


Capt. of Detectives 


Detective 


3 


Captain of Police 


Captain (P. B.) 


Mtmicipal Police 


4 


Lieutenant of Police 


Lieutenant (P. B.) 


Municipal Police 


3 


Detective Sergeant 


Sergeant of Detectives 


Detective 


2 


Sergeant of Police 


Sergeant (P. B.) 


Mtmicipal Police 


2 


Detective 


Detective 


Detective 


1 


Patrolman 


Patrolman 


Municipal Police 


1 


Patrolwoman 


Policewoman 


Municipal Police 


1 
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1919 Budget Titles 


Proposed Titles 
of Positions 


T»_ J /-» Proposed 


of Positions 


Proposed Group Grade 




Bureau of Police (Ccmtinued) 






Park Officer 


Patrolman 


Municipal Police 


1 


Sanitary Officer 
Patrol Driver 


Sanitary Inspector 


Health Inspector 


1 


Chauffeur 


Chauff . and Auto Repr 


. 1 


Bertillon Clerk 


Bertillon Clerk 


Clerk (Bertillon) 


1 


Prop. Clerk and Stenog 


Senior Stenographer 


Stenographer 


3 


Stenographer 


Stenographer 
Junior Clerk 
Laborer 


Stenographer 


2 


Laborer (Messenger) 


Clerk 


1 




Laborer 


1 


Laborer 


Asst. Janitor 


Caretaker and Janitor 


1 


Police Court Stenographer 


Senior Stenographer 
Probation Officer 


Stenographer 
Parole Officer 


3 


Probation Officer 


1 


Interpreter 


Interpreter Clerk 


Clerk (Interpreter) 


1 


Matron 


Police Matron 


Police Matron 


1 


Janitor 


Janitor 


Caretaker and Janitor 


2 


Charwoman 


Charwoman 


Cleaner 


1 




Bureau of Health 


« 




Health Officer 


Health Officer 


Health Physician 


3 


Deputy Health Officer 


Deputy Health Officer 


Health Physician 


2 


Health Phjrsidan 


Health Phjrsidan and Med- 
ical Examiner 

Special Medical Examiner 
(Schools) 

Senior Clerk 


Health Physician 


1 


Chief Clerk 


Clerk 


4 


Stenographer 


Senior Stenographer 


Stenographer 
Telephone Operator 


3 


Telephone Operator 


Telephone Operator 


1 


Day Janitor 


Janitor 


Caretaker and Janitor 


2 


Night Janitor 


Asst. Janitor 


Caretaker and Janitor 


1 


Charwoman 


Charwoman 


Cleaner 


1 


Registrar 


Executive Clerk 


Clerk 


5 


Asst. Registrar 


Senior Clerk 


Clerk 


4 


Bacteriologist 


Bacteriologist 


Bacteriologist and 





Chemist 

Chemist's Assistant 

Plumbing Inspector 

Supervismg Nurse 

School Nurse 

Meat and Milk Inspector 

Asst. Milk Inspector 

Inspector of Diptheria 

Asst. Meat and Milk Insp. 

Sanitary Inspector 

Asst. Plumbing Inspector 

Chief Nurse 

Laborers 

Laborers 

Laborers 

Laborers 

Laborers 

Resident Physician 



Chemist 

Laboratory Assistant 

Chief Plumbing Inspector 
Supervising Health Nurse 
Health Nurse 
Chief Health Inspector 
Milk Inspector 
Diptheria Inspector 
Food Inspector 
Sanitary Inspector 
Plumbing Inspector 
Supt. of Municipal Hosp. 
Nurse 
Domestic 
Cook 

Housekeeper 
Hospital Attendant 
Resident Physician 
(Municipal Hospital) 



Chemist 3 

Bacteriologist and 

Chemist 3 

Bacteriologist and ■ 

Chemist 1 

Plumbing Inspector 2 
Health Nurse 2 

Health Nurse 3 

Health Inspector 3 

Health Inspector 2 

Health Inspector 2 

Health Inspector 2 

Health' Inspector 
Plumbing Inspector 
Supt. of Mun. Hospital 
Nurse 
Domestic 
Cook 

Housekeeper 
Hospital Attendant 

Physician 
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1919 Budget Titles 
of Positions 



Superintendent 
Managing Clerk 
Statistical Clerk 
Finance Clerk 
Application Clerk 
Record Keeper 
Record Clerk 
Asst. Record Keeper 
Bookkeeper 

Meter Reader 
Clerk 

Stenographer 
Special Inspector 
General Inspector 

Minor Inspector 
Skilled Laborer 



Laborer 



Proposed Titles 
of Positions 


Proposed Group Grade 


PUBLIC WOKKS 






Water Bureau 






Supt. Water Bureau 


Engineer 


4 


Chief Clerk 


Clerk 


5 


Senior Clerk 


Clerk 


4 


Senior Clerk 


Clerk 


4 


Senior Clerk 


Clerk 


4 


Senior Clerk 


Clerk 


4 


Senior Clerk 


Clerk 


4 


Senior Clerk 


Clerk 


4 


Bookkeeper 


Bookkeeper and 






Accountant 


1 


Clerk (Meter Reader) 


Clerk 


3 


Senior Clerk 


Clerk 


4 


Clerk 


Clerk 


3 


Stenographer 


Stenographer 


2 


Pub. Works Insp. (W. W.) 


Public Works Insp. 


1 


Pub. Works Insp. (W. W.) 


Public Works Insp. 


1 


Water Shed Inspector 


Water Shed Inspector 


1 


Clerk 


Clerk 


3 


Chief Water Shed Inspector 


Water Shed Inspector 


2 


Water Shed Inspector 


Water Shed Inspector 


1 


Yardman 


Yardman 


1 


Hostler 


Hostler and Driver 


1 


Stable Foreman 


Hostler and Driver 


2 



Foreman Repair Dept. 
Asst. Foreman Repair Dept. 
Foreman Meter Dept. 

Asst. Foreman Meter 

Department 
Inspector of Tapping 
Asst. Insp. of Tapping 
Mason Serviceman 
Gen. Insp. Valves and Hyd'ts 
Chief Engineer 

Engineers 

Fireman 

Plumber 

Tapper 

1st Serviceman 

Serviceman 

Chauffeur 

Meter Repairer and Setter 

Blacksmith 

Blacksmith's Helper 

Bam Foreman 

Yardman 



Pub. Works Insp. (W. W.) 

Asst. Serviceman 

Stableman 

Laborer 

Auto Repairman 

General Foreman 

Foreman (W. W.) 

Foreman (Meter Repairs 

and Tests) 
Asst. Foreman (Meter 

Repairs and Tests) 
Foreman Tapper 
Tapper 

Foreman (W. W.) 
Water Works Inspector 
Supervisor of Stationary 

Engineers 
Stationary Engineman 
•Fireman 
Plumber 
Tapper 

Serviceman (W. W.) 
Senior Clerk 
Serviceman (W. W.) 
Meter Repairer and Setter 
Chauffeur 

Meter Repairer and Setter 
Blacksmith 
Blacksmith's Helper 
Hostler 
Clerk 



Wa. Wks. Maintenance 1 
Hostler and Driver 1 
Laborer 1 

Chauff. and Auto Rep. 1 
Wa. Wks. Maintenance 4 
Wa. Wks. Maintenance 3 
Meter Setter and 

Repairer 3 

Meter Setter and 

Repairer 2 

Wa. Wks. Maintenance 3 
Wa. Wks. Maintenance 2 
Wa. Wks. Maintenance 3 
Public Works Inspector 1 

Stationary Engineman 3 
Stationary Engineman 2 
Stationary Engineman 1 
Plumber 1 

Wa. Wks. Maintenance 2 
Wa. Wks. Maintenance 2 
Clerk 4 

Wa. Wks. Maintenance 2 
Meter Rep. and Setter 1 
Chauff. and Auto Rep. 1 
Meter Rep. and Setter 1 
Blacksmith 2 

Blacksmith 1 

Hostler and Driver 1 

Clerk 3 
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Proposed Titles 
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T> A r^ Pro 


•pos 


of Positions 


Proposed Group q 


radi 




Water Bureau (Continued) 






General Sup. Water Sheds 


Chief Water Shed Insp. 


Water Shed Inspector 


2 


Overseer and Gatekeeper 


Overseer of Reservoirs 


Reservoir Keeper 


2 


Overseer 


Overseer of Reservoirs 


Reservoir Keeper 


2 


Gatekeeper and Overseer 


Overseer of Reservoirs 


Reservoir Keeper 


2 


Gatekeeper at Reservoir 


Reservoir Keeper 


Reservoir Keeper 


1 


Mechanician 


Garage Superintendent 


Chauff. and Auto Rep. 


2 


1st Plumber 


Plumber 


Phimber 


1 


Bill Machine Operator 


Clerk 


Clerk 


3 


Junior Clerk 


Assistant Clerk 
Commissioner's Office 


Clerk 


3 


Commissioner 


Commissioner 


Official 


2 


Secretary 


Secretary 


Official 


1 


Asst. Secretary and Stenog. 


Secretary (Stenographer) 


Stenographer 


3 


ChatiflFeur 


Chauffeur 


Chauff. and Auto Rep. 


1 


Bureau of Weights and Measures 




City Sealer 


City Sealer of Weights 


Inspector of Weights 






and Measures 


and Measures 


2 


Minor Inspector 


Inspector of Weights and 


Inspector of Weights 






Measures 


and Measures 


1 




Accounts and Records 


• 




Chief of Bureau of 


Accountant 


Bookkeeper and 




Accounts and Records 




Accountant 


3 


Bookkeeper and Statistician 


Executive Clerk 


Clerk 


5 


Record Bookkeeper 


Senior Clerk 


Clerk 


4 


General Clerk 


Senior Clerk 


Clerk 


4 


Clerk' 


Clerk 


Clerk 


3 


Chief Clerk 


Senior Clerk 


Clerk 


4 


Junior Clerk 


Clerk 


Clerk 


3 


Permit Clerk 


Senior Clerk 


Clerk 


4 


Application Clerk 


Senior Clerk 


Clerk 


4 


Complaint Clerk 


Senior Clerk 


Clerk 


4 


Telephone Operator 


Telephone Operator 


Telephone Operator 
Clerk 


1 


Minor Inspector 


Clerk 


3 


Laborer 


Clerk 

Streets and Sewers 


Clerk 


3 


Deputy Commissioner 


Deputy Commissioner 


Official 


1 


Supt. of Streets 


Supt. of Streets (tern.) 


Street Cleaner and 





District Supt. 
Supt. of Incineration 
Engineer of Incineration 
Asst. Eng. of Incin. Plant 
Record Keeper and Shipper 
District Foreman 

Asst. Foreman 
Squad Foreman 



Supt. of Yards 
Supt. of Sewers 



District Supt. 
Supt. of Incinerator 
Foreman of Incinerator 
Stationary Engineman 
Senior Clerk 
District Supt. 
Asst. Distnct Supt. 
Section Foreman 
Section Foreman 
Collection Foreman 
Diunp Foreman 
Yardman 
Foreman of Sewer 
Maintenance 



Refuse Coll. (tem.) 6 
Street CI. and Ref . Coll. 5 
Refuse Disposal 2 

Refuse Disposal 1 

Statiqnary Engineman '2 
Clerk 4 

Street CI. and Ref. Coll. 5 
Street CI. and Ref. Coll. 4 
Street CI. and Ref. Coll. 3 
Street CI. and Ref. Coll. 2 
Street CI. and Ref. Coll. 2 
Street CI. and Ref. Coll. 1 
Yardman 1 

Pavement and 

Street Maintenance 2 
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1919 Budget Titles 
of Positions 



Investigator 
Foreman Bridge 

and Sidewalk Repairs 
Inspector 



Inspector in charge 

of Asphalt Repairs 
Trench Inspector 

Supt. of Steel and 

Iron Superstructures 
Overseer Canal Bridges 
Toolman 

Chemist and Engineer 
Laborer 



Proposed Titles 
of Positions 

Streets and Sewers (Continued) 
Supervising Inspector 

Carpenter 
Collection Foreman 
Supervising Mechanic 
Public Works Inspector 

Engineering Inspector 

Senior Clerk 

Pub. Wks. Insp. (Trench) 



Proposed Group 



Proposed 
Grade 



Laborer 



Inspector of Garbage 

Supt. of Garbage Reduc. PI. 

Asst. Supt. and Engineer 

Insp. of Public Improvements 

Engineer 

Eng., Street and Sew. Div. 

Assistant Engineer 

Fireman 

Helper 

Pressman 

Skilled Laborer 



Bam Superintendent 
Stationary Engineer 

Laborer at Incin. Plant 
Watchman 
Relief Man 
Minor Inspector 



Mechanic 
Foreman 



Supt. of Steel Bridges 

Foreman Carpenter 

Shop Foreman . 

Chemist 

Collection Foreman 

Dump Foreman 

Public Works Inspector 

Carpenter's Helper 

Supervising Mechanic 

Laborer 

Clerk 

Foreman of Labor 

Garbage Collector 

Loader 

Trucker 

Sweeper 

Inspector of Street Cleaning 

and Refuse Collection 
Supt. of Garbage Plant 
Supervising Inspector 
Engineering Inspector 
Stationary Engineman 
Supervising Engineman 
Fireman 
Fireman 
Fireman 
Laborer 

Foreman Garbage Plant 
General Mechanic 
Supervising Mechanic 
Stable Foreman 
Stationary Engineman 
Foreman Incinerator 
Foreman of Labor 
Watchman 
Laborer 

Public Works Inspector 
Supervising Inspector 
Clerk 

Section Foreman 
Inspector of Street Cleaning 

and Refuse Collection 
Public Works Inspector 
Foreman of Labor 



Public Works Inspector 2 

Carpenter 3 

Street CL and Ref . Coll. 2 
General Mechanic 2 

Public Works Inspector 1 

Engineer 2 

Clerk 4 

Public Works Inspector 1 

Supt. of Steel Bridges 1 
Carpenter 3- 

General Mechanic 2 

BactTgist and Chem. S 
Street CI. and Ref. Coll. 2 
Sti:eet CI. and Ref. Coll. 1 
Public Works Inspector 1 
Carpenter * 1 

General Mechanic 2 

Laborer 1 

Clerk S 

Laborer 2 

Street CI. and Ref. Coll. 1 
Street CI. and Ref. Coll. t 
Street CI. and Ref. Coll. t 
Street CI. and Ref. Coll. t 
Inspector of Street 

Clean, and Ref . Coll. 1 
Refuse Disposal 2 

Public Works Inspector 2 
Engineer 2 

Stationary Engineman 2 
Stationary Engineman 3- 
Stationary Engineman 1 
Stationary Engineman 1 
Stationary Engineman 1 
Laborer 1 

Refuse Disposal t 

General Mechanic 1 

General Mechanic 2 

Hostler and Driver 2 
Stationary Engineman 2 
Refuse Disposal 1 

Laborer 2 

Watchman 1 

Laborer 1 

Public Works Inspector 1 
Public Works Inspector 2 
Clerk 5 

Street CI. and Ref. Coll. 3 
Insp. of Street Cleaning 

and Refuse Coll. 1 
Public Works Inspector 1 
Laborer 2 
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1919 Budget Titles 
of Positions 


PDoposed Titles 
of Positions 

City Garage 


Proposed Group q 


pos 
rad 


Superintendent 


Garage Superintendent 


Chauff. and Auto Rep. 


2 


Chief ChatiflFeur 


Chatiffeur 


Chauff. and Auto Rep. 




Chauff . and Acting Foreman 


Chauffeur 


Chauff. and Auto Rep. 




Chauffeur 


Chauffeur 


Chatiff. and Auto Rep. 




Laborer 


Auto Repainnan 


Chauff. and Auto Rep. 




• 


Laborer 

PARKS 


Laborer 




Commissioner of Parks 


Commissioner 


Official 


2 


Supt. of Parks 


Supt. of Parks 


Park Worker 


5 


1st Asst. Supt. 


Asst. Supt. of Parks 


Park Worker 


4 


2nd Asst. Supt. 


Asst. Supt. of Parks 


Park Worker 


4 


General Foreman 


General Park Foreman 


Park Worker 


3 


Foreman of Street Trees 


Foreman of Street Trees 


Park Worker 


2 


Stenog. and Office Manager 


Secretary (Stenographer) 


Stenographer 


3 


Stenographer 


Stenographer 


Stenographer 


2 


Clerk 


Clerk 


Clerk 


3 


Foreman Highland Park 


Park Foreman 


Park Worker 


2 


Foreman Greenhouses 


Foreman Gardener 


Park Worker 


2 


Foreman Street Trees 


Foreman of Street Trees 


Park Worker 


2 


Minor Inspector 


Clerk 


Clerk 


3 


Foreman 


Foreman Gardener 


Park Worker 


2 




Foreman of Labor 


Laborer 


2 


Chauffeur 


Chauffeur 


Chauff. and Auto Rep. 


1 


Skilled Laborer 


Custodian of Herbarium 


Park Worker 


2 


Skilled Laborer 


Head Animal Keeper 


Animal Keeper 


2 




Animal Keeper 


Animal Keeper 


1 




Driver 


Hostler and Driver 


1 




Carpenter 


Carpenter 


2 




Painter 


Painter 


1 




Sign Painter 


Painter 


1 




Mason 


Mason 


1 




Foreman of Labor 


Laborer 


2 




Climber 


Park Worker 


1 




Pnmer 


Park Worker 


1 




Nurseryman 


Park Worker 


1 




Curator of Herbarium 


Park Worker 


2 




Foreman Gardener 


Park Worker 


2 




Custodian of Herbarium 


Park Worker 


2 


Skilled Laborer 


Pruner 


Park Worker 


1 




Climber 


Park Worker 


1 




Nurseryman 


Park Worker 


1 


' 


Animal Keeper 


Animal Keeper 


1 




Laborer 


Laborer 


1 


Teamster 


Driver 


Hostler and Driver 


1 




Playgrounds 


• 




Superintendent 


Supt. of Playgrounds 
Asst. Supt. of Playgrounds 


Recreational Director 


3 


Asst. Supt. 


Recreational Director 


2 


Supervising Mechanic 


Supervising Mechanic 


General Mechanic 


2 


Clerk 


Stenographer 


Stenographer 


2 


Engineer 


Stationary Engineman 


Stationary Engineman 


2 


Janitor in ch. of Stm. Boilers 


Janitor 


Caretaker and Janitor 


2 




Caretaker 


Caretaker and Janitor 


1 



42 



CIVIL SERVICE CLASSIFICATION 



1919 Budget Titles 
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of Positions 
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Playgrounds (Continued) 






Attendants 


Head Caretaker 


Caretaker and Janitor 
Caretaker and Janitor 


2 


I^aundress 


Caretaker 


1 


Careta,ker 


General Mechanic 


Mechanic 


1 




Caretaker 


Caretaker and Ja,nitor 


1 




Janitor 


Caretaker and Janitor 


2 


Charwoman 


Charwoman 


Cleaner 


1 


Umpires 


Umpires 






Principals 


Playground Principal 


Recreational Director 


2 


Directors 


Playgrotmd Director 


Recreational Director 


1 


Asst. Principals 


Asst. Playground Principals 


Recreational Director 


1 


Life Guard 


Life Guard 


Life Guard 


1 


Laborer 


General Mechanic 


Mechanic 


1 




Caretaker 


Caretaker and Janitor 


1 


Swimming Instructor 


Recreation Instructor 


Recreational Efirector 


1 


Swimming Director 


Recreation Instructor 


Recreational Director 


1 


Skilled Laborer 


Caretaker 


Caretaker and Janitor 


1 




General Mechanic 


Mechanic 


1 




TREASURER 






Treasurer 


Treasurer 


Official 


2 


Deputy Treasurer 


Deputy Treasurer 


Official 


1 


2nd Deputy Treasurer 


Senior Bookkeeper 


Book, and Accountant 


2 


Cashier 


Cashier 


Cashier 


1 


Bookkeeper 


Senior Bookkeeper 


Book, and Accountant 


2 


Asst. Cashier 


Cashier 


Cashier 


1 


Search Clerk 


Executive Clerk 


Clerk 


5 


Local Improvement Clerk 


Senior Clerk 


Clerk 


4 


Record Clerk 


Senior Clerk 


Clerk 


4 


Statement Clerk 


Senior Clerk 


Clerk 


4 


Tax Collector Clerk 


Senior Clerk 


Clerk 


4 


Stenographer 


Senior Stenographer 


Stenographer 


3 


Entry Clerk 


Senior Clerk 


Clerk 


4 


Clerk 


Clerk 


Clerk 


3 



EXHIBIT NO. n 

Proposed classification of positions into groups and grades, together 
with the titles and salary rates attached to the positions to be classified 
therein. 



Proposed Title Grade 



Existing Positions to bs reclassified acc3rding to proposed grades 



Present 
Title 



No. of 
Positions Department 



BBRTILLON CLERK GROUP 

Bertillon Clerk 1 Clerk (Bert.) 1 D. P. S. 



Present Annual Salary 
unless otherwise stated 



$1500 



BOOKKEEPER AND ACCOUNTANT GROUP 



Bookkeeper 


1 


Bookkeeper ] 


I Comptr. 


1774 




1 


Local Imp. CI. ] 


Comptr. 


1650 




1 


Record Bkkpr. 


I Comptr. 


1774 




1 


Bookkeeper 1 


[ D. P. W. 


1500 




2 


Bookkeeper ] 


I Treas. 


2150 


Accountant 


3 


Ledger Bkkpr. 1 


[ Comptr. 


2400 




3 


Ch. Bur. Acct. Rec. ] 


I D. P. W. 


3068 



CASHIER GROUP 



Cashier 


1 


Asst. Cashier 


1 


Treas. 


2024 




1 


Cashier 


1 


Treas. 


2272 


' 




CLERK GROUP 




Asst. Clerk 


2 


Clerk 




Sch. Cen. 


982 




2 


Clerk 




Comptr. 


900 




2 


Clerk Junior 




D. P. W. 


900 


Clerk 


3 


Clerk 


10 


Assess. 


1226 


Clerk 


3 


License Clerk 




Clerk 


1200 




3 


Tab. Mch. Oper. 




Comptr. 


1146 




3 


Clerk 




Comptr. 


1308 




3 


General Clerk 




Comptr. 


1390 




3 


Investigator 




Comptr. 


1500 




3 


Rodman 




Engineer 


1308 




3 


Minor Inspec. 




Law 


982 


Clerk (Lib.) 


3 


Librarian and Att. 




Museum 


900 


Clerk 


3 


Clerk 




Parks 


1146 




3 


Minor Inspec. 




Parks 


1146 




3 


Clerk 




D. P. S. 


1472 




3 


Laborer (Mess.) 




D. P. S. 


1145 




3 


Clerk 




Bldgs. 


1472 




3 


Clerk 


3 


D. P. W. 


1308 
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Proposed Title Grade 



Present 
Title 



Existing Positions to be reclassified according to proposed grades 



No. of 
Positions 



Department 



3 

3 

Cleric 3 

3 
Clerk (Met. Rd.) 3 
Clerk 3 

3 
3 
3 
3 
3 
Senior Clerk 4 

4 
4 
4 
4 
4 
Dep. Ct. Clerk 4 
Senior Clerk 4 

4 
Executive Clerk 4 
Senior Clerk 4 

4 
4 
4 
4 
4 
4 
4 
4 
4 
4 

4 
4 

4 

4 

4 

4 

4 

4 

4 

4 

4 

4 

Senior Clerk 4 

4 

4 

Chief Clerk 5 

Executive Clerk 5 

5 

Clerk City Ct. 5 

Chief Clerk 5 

5 

Executive Clerk 5 . 

5 



Clerk Group 

General Clerk 3 

Junior Clerk 1 

Inspector 2 

Laborer 7 

Meter Reader 18 

Minor Inspec. 9 

Rep. and Set. 1 

Special Inspect 1 

Yardman 1 

Clerk 3 

Clerk 1 

Chief Clerk 1 

2nd Clerk 1 

Clerk 1 

Special Clerk 1 

Clerk 1 

Mar. Lie. Clerk 1 

Deputy Clerk 2 

Confidential CI. 1 

Chief Clerk 1 

Executive Clerk 1 

Bookkeeper 1 

Dep. Registrar 1 

Chief Clerk 1 

Chauffeur 1 

Application CI. 2 

Asst. Rec. Kpr. 1 

Asst. Clerk 1 

Asst. Chief 1 

Clerk 2 

Chief Clerk 1 

Complaint Clerk 1 

Payroll Clerk 1 

Finance Clerk 1 

Permit Clerk 1 

General Clerk 2 

Record Keeper 4 

Rep. and Set. 1 

Statist. Clerk 1 

Serviceman 1 

Trench Inspec. 2 

Entry Clerk 5 

Local Imp. CI. 1 

Record Clerk 1 

Search Clerk 2 

Statement Clerk 2 

Tax Collector 2 

Managing Clerk 1 

Bkpr. and Stat. 1 

Special Inspec. 1 

Clerk. City Court 2 

Chief Clerk 1 

Chief Clerk 1 

Registrar 1 

Clerk 1 



(Continued) 

D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
Sch. Cen. 
Treas. 
Assess. 
Assess. 
Cont. & Sup. 
City Clerk 
City Clerk 
City Clerk 
City Court 
City Court 

C. o. Conmi. 
Mayor 

D. P. S. 
D. P. S. 
D. P. S. 
D. P. S. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
Treas. 
Treas. 
Treas. 
Treas. 
Treas. 
Treas. 
D. P. W. 
D. P. W. 
D. P. W. 
City Court 
Comptr. 
Engineer 
D. P. S. 
D. P. S. 



982-1146 
1146-1308 



-2000 



Present Annual Salary 
unless otherwise stated 



$1308-1472 
1146 
1146 

960 
1472 

982 
1390 
1574 
1308 

982 

900 
1574 
1472 
1500 
1500 
1500 
1774 

982 
1774 
1500 
1650 
1800 
1226 
1724 
1308 
1500 
1472 
1500 
1650 

1472-2024 
2250 
1500 
1650 
1950 
1500 
1472. 

1472-1500-1724 
1308 
2024 
1308 
1390 

1390-1500 
1800 
1550 
2024 
1500 
1550 
2500 
2500 
1500 

2400-2840 
2250 
2150 
1650 
2024 



)-1874 
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Proposed Title Grade 



Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary 

Title Positions Department unless otherwise stated 



INTERPRETER (CLERK) GROUP 
Interpreter (CI) 1 Interpreter 3 D. P. S. 



$1390-1500 



COURT ATTENDANT GROUP 



Court Attendant 1 Court Attendant 1 City Court 



1146 



MESSENGER GROUP 



Messenger 



1 Messenger 



1 City Clerk 



1500 



STENOGRAPHER GROUP 



Junior Stenog. 


1 


Stenographer 


1 Museum 


Stenographer 


2 


Stenographer 


4 D. P. S. 




2 


Stenographer 


2 Comptr. 




2 


Stenographer 


1 Engineer 




2 


Stenographer 


4 Law 




2 


Stenographer 


1 Parks 




2 


Clerk 


1 Parks 




2 


Stenographer 


1 Sch. Cen. 


Secy. (Stenog.) 


3 


Stenographer 


1 Charities 




3 


Secretary 


1 Comptr. 




3 


Secretary 


1 City Clerk 


Dep. Ct. CI. Sten 


.3 


Stenographer 


3 City Court 


Secy. (Stenog.) 


3 


Secretary 


1 Engineer 




3 


Stenographer 


1 Mayor 




3 


Ofl&ce Manager 


1 Parks 




3 


Stenographer 


1 Treas. 




3 


Asst. Sec. & Sten. 


1 D. P. W. 




3 


Stenographer 


1 Health 




3 


Stenographer 


1 D. P. S. 




3 


Property Clerk 


1 D. P. S. 




3 


Ct. Stenographer 


1 D. P. S. 



720 

1146-130S 
1308 
1308 
1308 
1146 

900 
1146 
1022 
1524 
2000 

1500-1874 
1500 
1308 
1500 
1308 
1500 
1308 
1800 
1500 
2250 



STOREKEEPER GROUP 



Storekeeper 



1 Storekeeper 



1 Charities 



1472 



TELEPHONE OPERATOR GROUP 



Telephone Op. 



1 Telephone Op. 1 

1 Operator 2 

1 Phone Oper. 1 

1 Asst. CI. & Tel. Op. 1 



City Court 


818 


Engineer 


1390 


D. P. W. 


1308 


D. P. S. 


1308 
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CIVIL SERVICE CLASSIFICATION 



Proposed Titk Grade 



Existing Positions to be reclassified according to proposed grades 







Present No. of 

Title Positions Department 


Present Annual Salary 
unless otherwise stated 






ANIMAL i:££P£R GROUP 


m 


Animal Keeper 
Head An. Kpr. 


1 
1 
2 


Sk. Laborer 2 Parks 
Laborer 1 Parks 
Laborer 1 Parks 


48c/hr. 
38c/hr. 
48c/hr. 



CARETAKER AND JANITOR GROUP 



Asst. Janitor 




Asst. Janitor 

Helper to Janitor 

Janitor 

Laborer 

Cleaner 

Laborer 

Minor Inspec. 

Laborer 

Janitor 


Caretaker 




Laborer 

General Caretaker 

Caretaker 

Attendant 


Janitor 


2 
2 


Janitor 
Engineer 


Attend't (Mus.) 


2 


Helper 


Head Caretaker 


2 


Attendant 




2 


Caretaker 


Janitor 


2 


Janitor 


Supervising Jan. 


3 


Insp. Miin. Bldg. 



7* 


Engineer 


$1364 




Engineer 


1364 


7* 


Engineer 


1500 


7* 


Engineer 


38c/hr. 




Museum 


38c/hr. 




D. P. W. 


1146 




D. P. W. 


1146 


4 


D. P. S. 


1146 




D. P. S. 


1226 




Parks 


2 . 72/da. 


2 


Parks 


1390 


3 


Parks 


34c/hr., $7/wk., $139 


6 


Parks 


27c/hr., 490, 1500 


2 


Engineer 


1500-2024 


1 


Engineer 


1500 


1 


Museum 


38c/hr. 


3 


Parks 


1064-1500 


1 


Parks 


34c/hr. 


5 


D. P. S. 


1308, 1408, 1500 


1 


Engineer 


2100 



LIFE GUARD GROUP 



Life Guard 



1 Life Guard 



4 Parks 



45c/hr. 



MARKET MASTER GROUP 



Asst. Mkt. Mas. 1 
Market Master 2 



Asst. Market Mas. 1 
Market Master 1 



D. P. W. 
D. P. W. 



1500 
1874 



PARK WORKER GROUP 



Gardener 
Climber \ 
Pruner / 
Nurser3niian 
Park Foreman 



1 
1 
1 
1 
2 
2 



Unsk. Laborer 

Laborer 

Laborer 
Foreman 
Sk. Laborer 



1 

16* 

3* 

1 

4 



Parks 

Parks 

Parks 
Parks 
Parks 



$3.34/da. 

/38, 41, 43, 44, 45 

\48and52c/hr. 

48c/hr. 

1472 

48, 52c/hr. 



*Number varies. 



/ 
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Proposed Title Grade 



Emsting Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salarj' 

Title Positions Department unless otherwise stated 



Park Worker Group (Continued) 



Fore. St. Trees 
Custodian, 

Herbarium 
Foreman Gard. 
Gen. Park Fore. 
Asst. Supt. Pks. 

Supt. Parks 


2 

2 
2 
3 
4 
4 
5 


Fore. St. Trees 2 

Sk. Laborer 1 
Foreman Greenhouse 1 
General Foreman 1 
Asst. Supt. Parks 1 
2nd Asst. Supt. Pks. 1 
Supt. Parks 1 


Parks 

Parks 
Parks 
Parks 
Parks 
Parks 
Parks 


$1390-1724 

48c/hr. 

1472 

2100 

4300 

2500 and house 

4544 






RBSERvom t:kep£r group 




Reservoir Kpr. 
Head Res. Kpr. 


1 
1 
1 
2 
2 


Laborer 3 
Gatekeeper 4 
Overseer 3 
Overseer 1 
Laborer 1 


D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 


1308-1500 

1308 

1500 

1800-2726 

2726 

• 






WATCHMAN GROUP 




Watchman 


1 
1 


Watchman 1 
Laborer 6 


D. P. W. 

Engineer 


982 

34, 38c/hr. 






YARDMAN GROUP 




Yardman 


1 
1 


Yard Supt. 1 
Laborer 1 


D. P. W. 
W. W. 


1472 
1146 



CIVIL SERVICE EXAMINER GROUP 

Chief Examiner 1 Secretary 1 C. S. Com. 1500 (P. T.) 

EXAMINER OF PLUMBERS GROUP 

Exam, of Plumb. 1 Exam, of Plumbers 1 Ex. Bd. of PI. 240 (P. T.) 



Military Inst. 1 



MILITARY INSTRUCTOR GROUP 

Military Inst. 1 D. P. S. 818 (P. T.) 

RECREATIONAL DIRECTOR GROUP 



Playgrd. Dir. 

Playgrd. Prin. 
Supt. P and R 


1 
1 
1 
2 
2 
3 


Playgrd. Director 17* 
Asst. Principal 6* 
Swimming Director 1 
Principal 14 
Asst. Supt. Playgrd. 1 
Supt. P and R 1 


Parks 
Parks 
Parks 
Parks 
Parks 
Parks 


34,41,68c/hr., 139 

41c/hr., 68c/hr. 

4.76/da. 

48, 55, 75c/hr. 

2400 

3068 






DETECTIVE GROUP 




Detective 
Sgt. of Det. 
Capt. of Det. 


1 
2 

3 


Detective 1 1 
Sgt. of Det. 3 
Capt. of Det. 1 


D. P. S. 
D. P. S. 
D. P. S. 


2025 
2250 
2600 


*Number varies. 









\ 
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CIVIL SERVICE CLASSIFICATION 



Proposed Title Grade 



Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary- 

Title Positions Department unless otherwise stated 

FIREMAN GROUP 



Driver 




Driver 










Hoseman 




Hoseman 


> 


346* 


D. P. S. 


$1200-1500 


Ladderman 




Ladderman ^ 










Asst. Engineer 




Asst. Engineer 


12* 


D. P. S. 


1500 


Asst. Supt. Hose 




Asst. Supt. Hose 


1 


D. P. S. 


1500 


Lieutenant 


2 


Lieutenant 


34* 


D. P. S. 


1700 


Engineer 


2 


Engineer 


17* 


D. P. S. 


1700 


Supt. Hose 


2 


Supt. Hose 


1 


D. P. S, 


1700 


Captain 


3 


Captain 


32* 


D. P. S. 


1900 


Asst. Bat. Chief 


4 


Asst. Bat. Chief 


4 


D. P. S. 


2100 


Bat. Chief 


5 


Bat. Chief 


4 


D. P. S. 


2300 


Instruct. Tr. Sch. 


5 


Instruct. Tr. Sch. 


1 


D. P. S. 


2300 


Asst. Chief 


6 


Asst. Chief 


1 


D. P. S. 


3000 


Chief Fire Force 


7 


Chief Fire Force 


1 


D. P. S. 


4000 


FIRE AND POLICE TELEGRAPH OPERATOR GROUP 


F. & P. Tel. Op. 


1 


Operator 


16 


D. P. S. 


1500 


Sr. F. & P. T. Op 


.2 


Asst. Supt. 


1 


D. P. S. 


1650 


Supt. F. & P. 












Tel. Op 


3 


Supt. F & P. Tel. 


1 


D. P. S. 


3000 






MUNICIPAL POLICE GROUP 




Patrolman 


1 


Patrolman 


291* 


D. P. S. 


1500 


Police Woman 


1 


Police Woman 


1 


D. P. S. 


1500 


Sergeant 


2 


Sergeant' 


21 


D. P. S. 


1700 


Lieutenant 


3 


Lieutenant 


7 


D. P. S. 


2100 


Captain 


4 


Captain 


7 


D. P. S. 


2300 


Inspector 


5 


Inspector 


2 


D. P. S. 


2600 


Dep. Chief of P. 


6 


Dep. Chief of P. 


1 


D. P. S. 


3000 


Chief of Police 


7 


Chief of Police 


1 


D. P. S. 


4000 



Police Matron 1 



POLICE MATRON GROUP 

Police Matron 3 D. P. S. 



1146 



SUPERVISOR OF ENGINES GROUP 



Asst. Sup. Eng. 
Super, of Eng. 


1 
2 


Auto Mechanician 1 D. P. S. 
Super, of Eng. 1 D. P. S. 

BUILDING INSPECTOR GROUP 


1700 
2175 


Building Insp. 
Asst. Fire Mar. 
Fire Marshal 


1 
2 
3 


Building Insp. 4 D. P. S. 
Asst. Fire Mar. 1 D. P. S. 
Fire Marshal 1 D. P. S. 

FIRE HAZARD INSPECTOR GROUP 


1500 
2024 
2726 


Fire Haz. Insp. 
Ch. Fire Haz. In. 


1 
2 


Minor Inspector 2 D. P. S. 
Bldg. and Com. Insp. 1 D. P. S. 


1146, 1390 
1800 



*Number varies. 
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Proposed Title Grade 



Sanitary Insp. 



Milk Inspector 
Food Inspector 
Diptheria Insp. 



1 
1 
1 
1 
2 
2 
2 



Ch. Health Insp. 3 



Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary 

Title Positions Department vinless otherwise stated 

HEALTH INSPECTOR GROUP 

Sanitary Insp. 
Sanitanr Officer 
Spec. Worker 
Spec. Inspector 
Asst. Milk Inspec. 
Meat and Milk Insp. 1 
Diptheria Insp. 
Cmef Inspector 



6 


Health 


$1390 


2 


Police 


1308 


1 


Health 


1226 


1 


Health 


1538 


2 


Health 


1500 


1 


Health 


1800 


1 


Health 


1574 


1 


Health 


1800 



INSPECTOR OF STREET CLEANING AND REFUSE COLLECTION GROUP 

1 Garbage Inspec. 4 D. P. W. 1146, 1226 



Inspec. S. C. 

and R. C. . 
Ch. Inspec. S. C. 

and R. C. 2 



Asst. Supt. and Eng. 1 D. P. W. 



2100 



INSPECTOR OF WEIGHTS AND MEASURES GROUP 



Insp. Wt. & Ms. 1 Laborer 
City Sealer 2 City Sealer 



6 D. P. W. 
1 D. P. W. 



1146 
2840 



1 
1 
1 



Parole Officer 
Probation Off. 

Plast. Insp. 

Pltunb. Insp. 

Ch. Plumb. Insp. 2 



PAROLE OFFICER GROUP 

Parole Officer City Coiirt 

Invest, and Par. Off . 1 City Court 
Probation Off. 2 D. P. S. 



2272 
1146, 1226 



1 



1 



PLASTERING INSPECTOR GROUP 
Plast. Insp. 1 D. P. S. 1500 

PLUMBING INSPECTOR GROUP 



Asst. Plumb. Insp. 4 Health 
Ch. Plumb, Insp. 1 Health 



1750 
2124 



PUBLIC WORKS INSPECTOR GROUP 



P. W. Inspector 

P. W. Inspector 

(Obstruct.) 



1 Minor Inspector 18* D. P. W. 



1 
1 
1 
1 

P. W. Insp. (Tr.) 1 

P. W. Insp. 
(W. W.) 1 

1 

Sup. Insp. (P.W.) 2 

Super. Insp. 2 



Laborer 
Inspector 
Sidewalk Insp. 
Mechanic 
Trench Inspector 
Gen'l Insp. Hyd. 

and Valves 
Special Inspector 
Investigator 
Ch. Inspector 



23* 
1 

1* 
1 

5* 

1 
4 
1 
1 



D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 

D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 



2.72/da., 982. 1146, 1440 

2.72/da..3.04/da. 

982,1146 

1308 

3.04/da. 

1146 

1390 

1650 

1500-1560 
1950 
1308 



SMOKE ABATEMENT INSPECTOR GROUP 

Smoke Ab. Insp. 1 Smoke Inspector 1 D. P. S. 1500 



•Number varies. 
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Proposed Title Grade 



Existing Positions to be reclassified according to proposed gtad< 

Present No. of Present Annual Salary 

Title Positions Department unless otherwise stated 

SOCIAL INVESTIGATOR GROUP 



Soc. Investigator 
Overseer of Poor 


1 
1 
2 


Investigator 4 Charities 
Chief Investigator 1 Charities 
Overseer of Poor 1 Charities 


$1500 
1650 
2500 






WATERSHED INSPECTOR GROUP 


Watershed Insp. 
Ch. Wat'shed In. 


1 
1 

1 
2 
2 


General Inspector 2 D. P. W. 
Sk. Laborer 1 D. P. W. 
Laborer 2 D. P. W. 
Sk. Laborer 1 D. P. W. 
Supervisor 1 D. P. W. 

COOK GROUP 


1472 

1472 

3.04/da. 

2726 

2726 


Cook- 


1 


Laborer 2 Health 
DOMESTIC GROUP 


572, 600 and IW 


Domestic 


1 


Laborer 1 Health 


736 and Maint 



HOSPITAL ATTENDANT GROUP 

Hosp. Attendant 1 Laborer 4 Health 328, 408, 490 and Maint. 



Housekeeper 



HOUSEKEEPER GROUP 



1 Laborer 



1 Health 



736 and Maint. 



Laundress 1 

Laundry Worker 1 



LAUNDRY WORKER GROUP 



Laborer 
Laborer 



1 



Health 
Health 



490 and Maint. 



MISCELLANEOUS GROUP 

Amb. Driver 

and Caretaker 1 Laborer 1 Health 



490 and Maint. 



Nurse 



NURSE GROUP 



1 Laborer 



Health 



736 and Maint. 



SUPERINTENDENT OF MUNICIPAL HOSPITAL GROUP 



Supt. Mun. Hos. 1 Supervising Nurse 1 Health 

BLACKSMITH GROUP 



1390 



Black. Helper 


1 


Horseshoer's Helper 


1 


D. P. S. 


1472 




1 


• Blacksmith's Helper 


2 


D. P. W. 


1308 


Horseshoer 


2 


Horseshoer 


1 


D. P. S. 


1700 


Blacksmith 


2 


Blacksmith 


1 


D. P. S. 


1500 


• 


2 


Blacksmith 


2 


D. P. W. 


4.91/da. 
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Proposed Title Grade 



Carp'ter's Help. 1 

1 
1 

Carpenter 2 

2 

2 



Bxisting Positions to be redasaified according to proposed grades 

Present No. of Present Annual Salary- 

Title Positions Department unless otherwise stated 



CARPENTER GROUP 



Laborer 
Unsk. Laborer 
Laborer 
Sk. Laborer 
Carpenter 
Sk. Laborer 



2 D. P. W. 

1 D. P. W. 

1 D. P. S. 

2 D. P. W. 
2 Parks 

1 D. P. S. 



$1146 
3.04/da. 
1146 

3.20, 4.00/da. 
64, 68c/hr. 
1308 



CHAUFFEUR AND AUTO REPAIRER GROUP 



Chauffeur 



Garage Supt. 



2 

2 



Chauffeur 9 

Laborer 19 

Sk. Laborer 6 

Asst. Foreman 1 

Minor Inspector 1 

Chauffeur 6 

Patrol Driver 1 

Supt. Citjr Garage 1 

Mechanician 1 



D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
Engineer 
Engineer 
D. P. S. 
D. P. W. 
D. P. W. 



1308, 1390, 1472, 1500 

1146, 1308 

1146, 1308 

1308 

2.73/da. 

1308, 1390 

1390 

1800 

1800 



CLEANER GROUP 



Cleaner 
Charwoman 

Cleaner 
Charwoman 



1 Laborer 

1 Forewoman 

1 Cleaner 

1 Cleaner 

1 Charwoman 

1 Charwoman 

1 Charwoman 

1 Charwoman 



14* 

4 

3 

1 
20* 

8 

1 

1 



Engineer 

Engineer 

Engineer 

Engineer 

Engineer 

D. P. S. 

Museum 

Health 



38c/hr., 3.04/da. 

900 
38c/hr. 
38c/hr. 

736 

736 

648 

736 



Lineman 
Asst. Elec. 

Cable Splicer 
Electrician 



ELECTRICIAN GROUP 

1 Lineman 2 D. P. S. 

1 Inside Wireman 1 D. P. S. 

1 Laborer 1 D. P. S. 

1 Cable Splicer 1 D. P. S. 

2 Sk. Laborer 1 D. P. S. 



1500 
1500 
1146 
1500 
1472 



ELEVATOR OPERATOR GROUP 

Elevator Oper. 1 Elevator Conduct. 8 Engineer 



1146, 1226 



HOSTLER AND DRIVER GROUP 



Driver 

Stableman 

Hostler 

Stableman 

Hostler 

Fore. (Vet. Hos.) 2 



Teamster 4 

Laborer 5 

Night Foreman 1 

Laborer 2 

Foreman of Labor 1 

Supt. Vet. Hos. 1 



Parks 
D. P. W. 
D. P. W. 
D. P. S. 
D. P. S. 
D. P. vS. 



43c/hr. 

1146 

1308 

1146 

1146 

1500 



*Number varies. 
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Proposed Title 



Grade Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary 

Title Positions Department unless otherwise stated 







LABORER GROUP 




Laborer 
Laborer 

Fore, of Labor 


1 

2 
2 
2 


Laborer 15* 

Reliefman 1 
Helper 1 
Laborer 80* 
Sk. Laborer 34* 
Laborer 2 
Foreman 1 
Laborer 3 
Sk. Laborer 4 


D. P. W. 

D. P. W. 
D. P. W. 
Parks 
Parks 
D. P. S. 
D. P. W. 
D. P. W. 
Parks 


$3.04/da., 38c/hr. 
3.20/da.. 1146 
1126 
1226 

34c, 38c, 41c/ hr. 
43c-80c/hr. 
982-1146 
1226 

982, 1146, 1500 

52c/hr. 


Mason 
Stone Mason 


1 
1 


MASON GROUP 
MECHANIC (GENERAL) GROUP 


1140 
1140 


Gen'l Mech. 
Super. Mech. 


1 
1 
1 
1 
2 
2 
2 
2 


Genl Caretaker 4 
Laborer 1 
Sk. Laborer 2 
Gen'l Mech. 1 
Super. Mech. 1 
Mechanic 1 
Inspector 1 
Sk. Laborer 1 


Parks 
Parks 
D. P. W. 
Museiun 
Parks 
D. P. W. 
D. P. W. 
D. P. W. 


1390 
2.72/da. 
3.20/da., 1308 
380 (P. T.) 
1650 
1390 
1308 
4.80/da. 






METER REPAIRER AND SETTER GROUP 


Meter R. and S. 1 

Asst. Foreman 
(M. R. and T.) 2 

Foreman 

(M. R. and T.) 3 


Chauffeur 1 
Minor Inspec. 1 
Laborer 3 
Repairer and Setter 8 
Asst. Record Kpr. 1 
Gen'l Inspec. 1 

Asst. Foreman 2 

Foreman 1 


D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 

D. P. W. 

D. P. W. 


1390 
1146 

1146, 1308 
1308, 1390 
1472 
1472 

1500 

2400 






MOTOR TRUCK DRIVER (B. S.) GROUP 


Mot. Truck Dr. 


1- 


Laborer 8* 


D. P. W. 


1146, 1308 






PAINTER GROUP 




Painter 
Sign Painter 
Carriage Painter 


1 
1 
1 


Sk. Laborer 1* 
Sk. Laborer 2 
Painter 1 


Parks 
Parks 
D. P. S. 


48c/hr. 
48c/hr., 1472 
1500 



PAVEMENT AND SEWER MAINTENANCE GROUP 



Pavement and 
Sewer Repr. 1 

Foreman Sewer 
Maintenance 2 



Sk. Laborer 
Supt. Sewers 



12* D. P. W. 
1 D. P. W. 



42c-60c/r. 
1650 



*Number varies. 
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Proposed Title Grade 



Existing Positions to be reclassified acoording to proposed grades 



Present 
Title 



No. of 
Positions Department 



Present Annual Salary 
unless otherwise stated 



FTiotographer 1 



Plumber 
Steamfitter 



1 
1 



PHOTOGRAPHER GROUP 

Sk. Laborer 1 Engineer 

PLUMBER GROUP 

1st Plumber 4 D. P. W. 

REFUSE DISPOSAL GROUP 



Fore. Garb. PL 1 
Fore. Rub. Incin. 1 
Supt. Rub. Incin. 2 
Supt. Garb. PL 2 



Sk. Laborer 1 

Sk. Laborer 1 

Supt. Incineration 1 
Supt. Garbage Plant 1 



D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 



$1472 



1500-1600 



$2100 
65c/hr. 
2024 
3408 



STREET CLEANING AND REFUSE COLLECTION GROUP 



Oarbage Coll. 
Sweeper 
Loader 
Trucker 
Dump Foreman 



Col. Foreman 2 

2 

2 

Section Foreman 3 

3 

3 

Asst. Dis. Supt. 4 

Dist. Supt. 5 

Supt. of Sts. (tern) 6 



Fireman 1 

1 

Stat. Engineman 2 

2 

Super. S. E. 3 



Laborer 
Laborer 
Laborer 
Laborer 

Dump Foreman 
Laborer 

Squad Foreman 
Squad Foreman 
Inspector 
Laborer 

Squad Foreman 
Laborer 

Minor Inspector 
Dist. Foreman 
Dist. Foreman 
Supt. of Streets 



36* 

250* 

24* 

24* 

1 

1 

1 

9 

2 

1 

1 

1 
22 

5 

5 

2 



D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
. D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 



^25c-50c/hr. 

982 
982 

38c/hr.,1146 
1146 
1472 
1146 
1146 
1146 

982, 1146 
1500 
1500 
2150 



STATIONARY ENGINEMAN GROUP 



Fireman 
Asst. Fireman 
Asst. Engineer 
Engineer 
Chief Engineer 



4 D. P. W. 

1 D. P. W. 

2 D. P. W. 
4 D. P. W. 
2 D. P. W. 



1500 

1226 

1650 

1472, 1500, 1650 

1650-2100 



SUPERINTENDENT OF STEEL BRIDGES GROUP 



Supt. Steel 
Bridges 



Asst. Serviceman 1 

1 

1 

Flusher 2 

Serviceman 2 

2 
2 



Supt. Steel and 
Iron Structures 



1 D. P. W. 



1390 



WATER WORKS MAINTENANCE GROUP 



Laborer 
Sk. Laborer 
Minor Inspector 
Sk. Laborer 
Serviceman 
1st Serviceman 
Laborer 



17* 

1 

1 

3* 
17* 

1 

1 



D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 
D. P. W. 



3.04/da., 1146 

1146 

1146 

42c-48c/hr. 

1308 

1500 

1500 



•Number varies. 
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Proposed Title Grade 



Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary 

Title Positions Department unless otherwise stated 



Water Works Maintenance Group (Continued) 



Tapper 2 

2 
Foreman Tapper 3 

Fore'n (W. W.) 

Gen'l Foreman 



Wheelwright 



Executive Sec. 



Secretary 



Jr. Architect 



Lab. Asst. 



Asst. Bact. 
Asst. Chemist 
Chemist 



Asst. Curator 
Curator 



Eng. Asst. 



3 
3 
4 



Tapper 2 

Asst. Insp. Tap. 2 
Insp. of Tapping 

Repair Dept. 1 

Asst. Foreman 1 
Mas. Ser. Rep. Dept. 1 

Foreman 1 



D. P. W. 
D. P. W. 

D. P: W. 
D. P. W. 
D. P. W. 
D. P. W. 



WHEELWRIGHT GROUP 

1 Woodworker 1 D. P. S. 



OFFICIAL GROUP 



1 Secretary 

1 Secretary 

1 Secretary 

1 Secretary 

1 Secretary 

1 Secretary 



1 D. P. S. 

1 Bd. Con. & Sup. 
1 Mayor's Off. 
1 Sch. Census 
1 Assess. 
1 D. P. W. 



ARCHITECT GROUP 



1 Arch. Draftsman 1 

2 Architect 1 



Engineer 
Engineer 



BACTERIOLOGIST AND CHEMIST GROUP 



1 
1 
1 
2 
2 
3 



1 

2 



Dept. Surgeon 1 



Dietitian 



Jr. Draftsman 



1 
1 
1 
1 
1 
1 



Chemist Asst. 
Sk. Laborer 
Inspector 
Bacteriologist 
Chemist 
Chem. and Eng. 



1 Health 

1 Engineer 

I Engineer 

I Health 

1 Health 

1 D. P. W. 



CURATOR GROUP 



Asst. Curator 
Curator 



I 
1 



Museum 
Museum 



DEPARTMENTAL SURGEON 

Dept. Surgeon 1 D. P. S. 

DIETITIAN GROUP 

ENGINEER GROUP 



Rodman 4 

1st CI. Rodman 2 

2nd CI. Rodman 2 

Chainman 5 

Sk. Laborer 2 

Jr. Draftsman 6 



Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 



$1390 
1390 

1724 
1724 
1724 
2500 



1500 



2500 
2500 
3408 
2400 
1364 
1874 



1602 
2000 



2.73/da. 

1650 

1146 

1874 

1500 

2250 



1152 
2784 



3500 



1146, 1308, 1390 
1308 
1146 
982 
2.73/da., 1390 
1390, 1800 



'Number varies. 
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Proposed Title Grade 



Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salarj' 

Title Positions Department unless otherwise stated 



Jr. Eng. Insp. 



Jr. Engineer 



1 
1 
1 
2 
2 

Draftsman 2 

Eng. Inspec. 2 

2 
2 
2 

Asst. Engineer 3 

3 
3 
3 
3 

Sr. Draftsman 3 

3 
3 

Div. Eng. Insp. 3 

Asst. Supt. 

City Planning 3 

Engineer 4 

4 
4 
4 
4 
4 
4 

Supt. W. W. 4 

Spec. Deputy 
City Eng. 4 

Supt. City Plan. 4 

Consulting Eng. 5 

City Engineer 5 

Dep. City Eng. 5 



Health Nurse 1 
Sup. Health N. 2 



Health Physician 
and Med. Ex. 1 

Spec. Med. 

Ex. (Schools) 1 

Dep. Health Off. 2 

Health Officer 3 



Jr. Asst. Cor. Co. 1 

1 
2 
2 

Sr. Asst. Cor. Co. 3 

3 



Engineer Group 

Loc. Imp. Insp. 1 

Minor Insp. 28 

Inspector 27 

Transitman 12 

Statistician 1 

Draftsman 7 

Sk. Laborer 1 

Inspector 4 

Division Inspec. 3 

Pipe Inspec. 2 

Asst. Engineer 13 

Computer 1 

Spec. Asst. 1 

Super, of Light 1 

1st Asst. O and S. 1 

Sr. Draftsman 1 

Sr. Draftsman 1 

1st Draftsman 1 

Chief Inspector 1 

1 

Spec. Asst. Eng. 1 

Res. Engineer 1 

Mech. & Elec. Eng. 1 

Tem. Mech. Eng. 1 

Office 1 

Supt. Survey 1 

En. W. W. Distrib. 1 

Supt. W. W. 1 

Prin. Asst. Eng. 1 

Supt. City Plan. 1 

Consulting Eng. 1 

City Engineer 1 

Dep. City Eng. 1 



(Continued) 

Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 
Engineer 

Engineer 

Engineer 

Engineer 

Engineer 

Assess. 

Engineer 

Engineer 

Engineer 

Engineer 

Engineer 
Engineer 
Engineer 
Engineer 
Engineer 



HEALTH NURSE GROUP 

School Nurse 12 Health 

Super. Nurse 1 Health 

HEALTH PHYSICIAN GROUP 

Health Physician 16 Health 

Spec. Med. Insp. 1 Health 

Dep. Health Off. 1 Health 

Health Officer 1 Health 

LAWYER GROUP 

Assistant 1 Law 

5th Asst. Cor. Coun. 1 Law 

4th Asst. Cor. Coun. 1 Law 

3rd Asst. Cor. Coun. 1 Law 

2nd Asst. Cor. Coim. 1 Law 

1st Asst. Cor. Coun. 1 Law 



$6.25/da. 
2.73/da. 

2.73/da., 6.25/da. 
1472, 1500, 1600, 1900 
1500 
1500 

5.11. 6.16, 6.25/da. 
1308 
1950 

6.25, 7.50/da. 
1840, 2024 
1650 
2400 
2250 
2272 
1800 
1500 
1724 
2024 



2400 

2250 

3000 

25/da. 

2750 

2400 

3000 

4000 



4000 

5680 
5680 
4500 



1308 
1472 



1226 (P.T.) 

1500 

2100 (P. T.) 

4000 



1200 
1874 
2250 
2500 
3000 
3500 
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Proposed Title Grade Existing Positions to be reclassified according to proposed grades 

Present No. of Present Annual Salary 

Title Positions Department unless otherwise stated 

PHYSICUN GROUP 

Resident Physic. 

(Mun. Hosp.) 1 Resident Physician 1 Health $1136 and Maint. 

PSYCHOPATmST GROUP 

Psychopathist 1 Psychopathist 1 Charities 2044 

VBTERINARIAN GROUP 

Veterinarian 1 Meat Inspector 1 Health 1800 

1 Vet. Surgeon 1 D. P. S. 1650 



EXHIBIT NO. m 



DISPARITY OF SALARY RATES AND VARIETY OF TITLES FOR SIMILAR WORK 

Compiled from the 19 19 Budget 

Clerks 

The 1919 budget provides for 101 clerks in the city service, and lists 
these positions tinder 35 distinctive titles with a salary range of from $490 
to $3000. This range represents 27 distinctive salary rates. These 
discrepancies are best shown by the following summary: 

Salary Range 

$ 490 to 2840 
1500 to 2250 

900 to 1146 
1200 to 1500 
1500 to 1550 
1500 to 1720 
1650 to 1800 
2024 
1500 
1550 
1500 to 1874 

982 to 2000 
1472 

720 to 3000 

101 

Secretary 

Twelve secretaries working under three distinctive titles and nine 
different salary rates are provided for by the 1919 budget. The salary 
range is from $1226 to $3408. These twelve secretaries are working in 
eleven different departments, and as may be surmised are performing a 
variety of secretarial duties. 

Department 

Mayor's Office 

Bd. Contract and Supply 

City Clerk's Office 

Comptroller's Office 

Art Commission 

C. S. Commission 

P. S. Commissioner's Office 

Bd. of School Census 

P. W. Commr's Office 

P. W. Commr's Office 

Assessment and Taxation 

Engineering 



No. of Positions 


Title 


•40 


Clerk 


6 


Chief Clerk 


4 


Jimior Clerk 


9 

2 


Entry Clerk 
Record Clerk 


3 
2 
2 


Record Keeper 

Local Improvement Clerk 

Search Clerk 


2 


Statement Clerk 


2 


Tax Collector Clerk 


3 
2 
2 

22 


Deputy Clerk Act. or Stenographer 
Deputy Clerk 
Asst. Record Keeper 
Each different 



Title No 


1917 1918 1919 


Secretary 


L 3000 


3408 


Secretary 


L 2000 


2500 


Secretary' j 


[ 1260 


2000 


Secretary 


I 1220 


1524 


Secretary 1 


[ 900 


1226 


Secretary 


I 1200 


1500 


Secretary 


L 2000 


2500 


Secretary 


L 1620 


2400 


Secretary ] 


L 1500 


1874 


Asst. Sec. and Stenog. ' 


1200 


1500 


Male Secretary ] 




1364 


Secretary 1 


1200 


1600 



12 
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Stenog;rapher 

Twenty-three stenographers are working under three titles in a salary- 
range of from $900 to $2250. Seven distinctive salary rates are paid 
these stenographers. The deputy clerks of the two municipal courts who 
receive a compensation of $1500, $1874 and $2000 are not included in 
these figures. They should properly be classed as stenographers inasmuch 
as their work is almost solely stenographic. 

Bookkeeper and Accountant 

Eight bookkeepers are working imder six distinctive titles at a salary 
range of from S1500 to $2400. Each receives a distinctive salary rate. 

Inspector 

214 inspectors are working under 24 distinctive titles .at salary rates 
of $827 to $2600. These figures may best be shown in simimary form: 

No. of Positions Title No. of Titles Salary Range 

102 Minor Inspector 1 $ 827 to 1390 

60 Inspectors 1 1472 to 2600 

52 Distinctive 22 1286 to 2124 



214 24 

Investigator 

Eleven employees perform investigative work bearing six distinctive 
titles. Six separate and distinctive salary rates are paid these emplovees, 
ranging from $1146 to $2500. 

Engineer 

Thirty-three engineers are working under 24 distinctive titles with 
the salary range from $1840 to $5680. Thirteen distinctive salary rates 
are paid these employees. 

Transitman 

Fourteen transitmen are working under four distinctive titles at four 
salary rates ranging from $1472 to $1900. 

Draftsman 

Nineteen draftsmen are working under six titles at seven salarv rates 
ranging from $1300 to $1874. 
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Physician 

Nineteen physicians are working tinder six distinctive titles at seven 
distinctive salary rates ranging from $1136 to $4000. 



Nurse 

Thirteen nurses are working under three distinctive titles at three 
distinctive salary rates ranging from $1308 to $1472. 



Lawyer 

Eleven lawyers are working under nine distinctive titles at eight 
distinctive salary rates ranging from $1874 to $5680. 

Skilled Laborers (Carried as such) 

588 skilled laborers (so-called) are employed imder the one title at 
36 distinctive salary rates ranging from 43 cents an hour to $1650 per 
annum. This variation may be summarized in the following form: 



No. of Positions 

13 

17 

20 

538 



Basis of Comparison No. of Rates 

Per annum 5 

Per diem 6 

Piece work (tank) 4 

Per hour 21 



588 



Per Annum 

6 positions pay $1308 

1 position pays 1380 

2 positions pay 1390 

3 positions pay 1472 
1 position pays 1650 



13 



5 



Range of Rates 

$1308 to 1650 

3.58to5.11 

.55 to .62 

.43 to .80 



36 



Per Diem 

1 position pays $3. 58 

1 position pays 4.09 

1 position pays 4.26 

5 positions pay 4 . 63 
5 positions pay 
4 positions pay 



5.00 
5.11 



17 



Piece Work 



5 positions pay 
5 positions pay 
5 positions pay 
5 positions pay 

20 



.55^ per tank 
. 58 per tank 
. 60>^ per tank 
. 62 per tank 



(pressmen at garbage disposal plant) 



60 
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Per Hour 

100 positions pay $ . 43 

20 positions pay . 44 

100 positions pay . 45 

40 positions pay . 48 

3 positions pay . 50 

30 positions pay .52 

35 positions pay . 55 

20 positions pay .57 

10 positions pay .60 

20 positions pay . 62 

10 positions pay . 62 ^ 

10 positions pay . 64 

10 positions pay . 65 

10 positions pay .66 



Per Hour 

40 positions pay $ . 68 
5 positions pay . 70 

20 positions pay ''^ 

25 positions pay 

20 positions pay 
5 positions pay 
5 positions pay 



.71 
.75 
.77 
.78 
.80 



538 



21 rates 



Dept. of Parks has 14 hr. rates . 42- 
.77; P. W. Sts. and Sewers has 9 
hr. rates, .50 to .80. 



Skilled Laborers Designated by Distinctive Titles 

171 skilled laborers employed at skilled trades are working under 55 
distinctive titles with a salary range from $682 .to $3,000. This wide 
disparity as to title and rate is shown in the following simmiary : 



Title 

Electrical Operator 

Blacksmith and Horseshoer 

Park and Tree Workers 

Carpenters 

Plumber 

Mechanic 

Mason and Bricklayer 

Janitors 

Chauffeurs 

Engineers (Stationary^ 

Miscellaneous 



No. of 
Positions 

21 

7 

6 

1 

9 

20 

23 

27 

25 

23 

9 



No. of No. of 
Titles Rates 



171 



6 

3 
5 
1 
3 
8 
3 
5 
4 
8 
9 

55 



3 
5 
4 
1 
3 
9 
3 
6 
4 
6 
9 



Range 

$1500 
1308 
1390 
1500 
1390 
1308 

960 
1226 
1308 
1500 

682 



of Rates 

to 3000 
to 1700 
to 2100 

to 1500 
to 2500 
to 1380 
to 2024 
to 1800 
to 2100 
to 2024 



Unskilled Laborers and Laborers (carried as such) 

The budget provides for 5417 positions carried as unskilled laborers 
and laborers. The wide disparity in regard to titles and rates are shown 
in the foUowing suimnary: 



No. of Positions 

266 

8 

5143 



Basis of Comparison 

Per annum 
Per month 
Per hour 



No. of Rates 

9 

2 

13 



Range of Rates 

$ 328 to $1146 

32.00 to 95.42 

.25 to .50 



5417 



24 
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Per Annum ' Per Month 

59 positions pay $1 146 6 positions pay $95 . 42 

191 positions pay 982 2 positions pay 32.00 

1 position pays 980 — 

5 positions pay 736 and sub. 8 2 rates 

1 position pays 572 and sub. 

2 positions pay 490 and sub. 
1 position pays 420 P. T. 

4 positions pay 408 and sub. 
1 position pays 328 

266 9 rates 

Per Hour 

75 positions pay $ . 25 

40 positions pay . 28 

300 positions pay . 30 

440 positions pay . 34 

1000 positions pay . 36 

1236 positions pay .38 

1 102 positions pay .40 

100 positions pay .41 

500 positions pay . 42 

150 positions pay .45 

50 positions pay . 46 

100 positions pay . 48 

50 positions pay . 50 

5143 13 rates 

Unskilled Laborers (carried under distinctive titles) 

324 employees are working tinder 27 distinctive titles at salary rates 
ranging from $212 to $1800. 

The 295 titles used in the various city departments concerned are 
reduced to 271 tuider the proposed classification, and are separated into 
86 groups, which contain anywhere from 1 to 7 grades for promotional 
purposes. 

The actual decrease in the number of titles would be far greater except 
for the fact that the present work, performed by so-called laborers or 
skilled laborers, includes some 65 recognized trades or vocations which 
have been set up in an equal number of groups in the proposed classifica- 
tion. Thus, if the title "laborer" were applied as at present the reduction 
in the number of titles would be 89 instead of 24. At the present time, 
clerks, nurses, animal keepers, janitors, gardeners, nurserymen, custodian 
of herbarium, inspectors, mechanics, painters, housekeepers, chauffeurs, 
carpenters, electricians, meter repairers, foremen, junior engineers and 
many others, whose duties require special experience and training, are 
classified as "laborers." 

The ntunber of minor inspectors has increased from 7 a few years ago 
to 102 at the present time. The title is meaningless and includes clerks, 
engineers, assistant janitors, fire hazard inspectors, chauffeurs, mechanics. 
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meter repairers, foremen, servicemen, etc. This title has been subject 
to much misuse, arid has in many cases been the means of injustices to 
civil service employees, without any compensating advantages. 

Many titles, such as gardener, orderly, helper, special clerk, carpenter, 
general clerk, payroll clerk and laborer, appear upon the payrolls when 
the authorization from the Board of Estimate and Apportionment is for 
laborers, clerks and minor inspectors. This causes confusion in checking 
up the payrolls. It was found that there are titles which have three or 
four variations appearing on the records of the Board of Estimate and 
Apportionment, the Comptroller's office, the Civil Service Commission and 
the department concerned, such as clerk, general clerk, junior clerk, and 
entry clerk. 

After making a tentative appraisal of present titles under the proposed 
classification, it was found that there were many inequalities in rates of 
pay for similar or related work. A certain range of pay without change of 
duties is desirable as advancement for faithful and efficient service, but 
wide differences in pay for similar grades of work are not only imjust but 
cause much ill-feeling and lack of * 'esprit de corps.'' Some of these 
inequalities are shown below in tabular form. 



Positions Appraised 




Present Maximum 


According to Duties Into 




and Minimum 


Salaries 


Group 


Grade 






Clerk 


3 


$ 960 to $1574 


Clerk 


4 


1226 to 


1950 


Clerk 


5 


1500 to 


2840 


Stenographer 


3 


1022 to 


2250 


Telephone Operator 


1 


818 to 


1390 


Caretaker and Janitor 


1 


756 to 


1500 


Caretaker and Janitor 


2 


1064 to 


2024 


Park Worker 


2 


1140 to 


1724 


P. W. Inspector 


1 


982 to 


1650 


Inspector 


2 


1308 to 


1950 


General Mechanic 


2 


1308 to 


1650 


St. C. and R. C. 


2 


1146 to 


1472 


St. C. and R. C. 


3 


982 to 


1146 


St. C. and R. C. 


4 


1500 




St. C. and R. C. 


5 


1500 




Chemist and Bact. 


1 


850 to 


1650 


Engineer 


1 


982 to 


1800 


Engineer 


2 


1308 to 


1950 


Engineer 


3 


1500 to 


2024 


Engineer 


4 


2250 to 


4000 



It is evident that some positions have salaries which are too small 
for the duties performed, and that some of the salaries are too high for the 
grade of work required. However, as it would be undesirable to reduce 
any salaries when the proposed classification is put into effect, those which 
might be considered too high for the duties performed should hold only 
for the present incumbents and should not be increased as an advancement 
without change of duties. 



ANALYSIS OF PRESENT CONDITIONS 63 

Many year-round positions are paid for on a per diem basis, while 
others with identical duties are paid for on an annual basis. This practice 
is not only unfair, but makes errors in cost records involving day labor 
and supervision. In this respect it makes tmit costs appear too high. 

Other examples could be cited from a study of the records but the 
foregoing make obvious the need for uniform practice in the use of titles 
and in salaries fixing. 



EXHIBIT NO. IV 

RESOLUTION ADOPTED BY THE COUNCIL ON 

JANUARY 25, 1916, 
AUTHORIZING THIS INQUIRY 

^Whereas, discrepancies in the salaries of employees performing the 
same or nearly similar services in the various city departments have 
existed for many years. That an effort should be made to eliminate these 
discrepancies by equalization of the salaries of all the employees of the 
various departments is generally acknowledged and such action would be 
in the interest of fairness and justice. It is therefore 

"Resolved, That a special committee consisting of five members of 
the Common Council be appointed by the president for the purpose of 
conducting an investigation in reference to the salaries, grades and duties 
of employees, with a view to ascertaining what changes, if any, should be 
made in such salaries, and it is further 

"Resolved, That said committee shall have authority to employ such 
assistants as may be necessary for the piupose of the investigation; that 
the necessary expenses of the committee be paid out of funds appropriated 
therefor, and that at the conclusion of its investigation the committee 
shall report to the Common Council as to its findings." 
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ALPHABETICAL LIST OF TITLES IN THE PROPOSED 
CLASSIFICATION FOR PERSONAL SERVICE 

A Page No.- 

Accountant • 74 

Alderman 154 

Ambulance Driver 124 

Animal Keeper 83 

Animal Keeper (Head) 84 

Architect 156 

Architect (Junior) 155 

Architect (Landscape) 156 

Assessor 154 

Attendant (Court) 79 

Attendant (Hospital) 123 

Attendant (Museum) 84 

Auto Repairman 128 

B 

Bacteriologist 158 

Bacteriologist (Asst.) 157 

Blacksmith 126 

Blacksmith's Helper 125 

Bookkeeper 73 

Bookkeeper (Senior) 74 

C 

Cable Splicer 129 

Captain (P. B.) 104 

Captain (F. B.) .^ 99 

Caretaker * 84 

Caretaker (Head) 85 

Caretaker (Supervising) 86 

Carpenter 127 

Carpenter's Helper 127 

Carpenter (Foreman) 127 

Cashier 75 

Charwoman 129 

Chauffeur 128 

Chemist 158 

Chemist (Asst.) 157 

Chief (Asst. Batt.) 100 

Chief (Batt.) 100 

Chief of Fire Force 101 

Chief of Fire Bureau (Asst.) 100 

Chief of Police (Deputy) 105 

Chief of Police 106 

City Clerk " 154 

City Engineer 154 

Cleaner 129 

Clerk 76 

Clerk (Asst.) 76 

Clerk (Bertillon) 73 

Clerk of City Court (Deputy) '. 78 

Clerk (Chief) 79 

Clerk of City Court 79 

Clerk (Stenographer) (Deputy Court) 82 
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Pace No. 

Qerk (Executive) 79 

Clerk (Jtinior) 75 

Clerk (Meter Reader) 76 

Clerk (Senior) 78 

Clerk (Tab. Mach. Oper.) (Asst.) 76 

Clerk (Tab. Mach. Oper.) 76 

Climber 88 

Commissioner 154 

Comptroller 154 

Cook 122 

Corporation Counsel (Asst.) 168 

Corporation Counsel Qr. Asst.) 168 

Corporation Counsel (Sr. Asst.) 169 

Corporation Counsel 154 

Curator 159 

Curator (Asst.) 159 

Custodian of Herbaritmi 89 

D 

Deputy Commissioner 155 

Deputy Comptroller 155 

Deputy Corporation Coimsel 155 

Deputy Treasurer 155 

Detective 96 

Detective (Captain) .' 97 

Detective (Sergeant) 97 

Dietitian 160 

Director (Playground) 95 

Domestic 122 

Draftsman 161 

Draftsman (Jtmior) ., 161 

Draftsman (Senior) .* 162 

Driver 132 

Driver (Ambulance) and Caretaker 124 

Driver (F. B.) 98 

Driver (B. S.) (Auto Truck) 138 

Driver (Motor) 128 

£ 

Electrician 130 

Electrician (Asst.) 129 

Electrician (Foreman) 131 

Elevator Operator 131 

Engineer 164 

Engineer (City) 165 

Engineer (Consulting) 165 

Engineer (Deputy City) 165 

Engineer (F. B.) 99 

Engineer (F. B.) (Asst.) 98 

Engineer (Div.) 162 

Engineer Qimior) 161 

Engineer (Spec. Deputy City) 164 

Engineer (Assistant) 162 

Engineering Assistant 161 

Examiner (Secretary and Chief) . .'. 93 

Examiner of Plumbers. 94 

Examiner of Stationary Engineers 155 

Executive Secretary 155 
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F 

Page No. 

Fireman » 149 

FireMarshal 109 

Fire Marshal (Asst.) 108 

Flusher 151 

Foreman Carpenter < 127 

Foreman (B. S.) (Collection) 145 

Foreman (Dump) 144 

Foreman Garble Plant 142 

Foreman (W. W.), (General) 153 

Foreman (General Park) 90 

Foreman Gardener 89 

Foreman of Labor 134 

Foreman (Meter Repairs and Tests) 137 

Foreman (Meter Repairs and Tests) (Asst.) 137 

Foreman (Park) ; 89 

Foreman (Repair Sho^) 136 

Foreman Rubbish Incinerator '. 142 

Foreman of Street Trees 89 

Foreman of Sewer Maintenance 140 

Foreman of Street Maintenance 140 

Foreman (B. S.) (Section) 146 

Foreman Tapper 152 

Foreman (Vet. Hospital) 132 

Foreman (Water Works Service) 152 

G 

Garbage Collector 144 

Gardener 88 

H 

Health Officer 167 

Health Officer (Deputy) 167 

Horseshoer 126 

Hoseman (F. B.) 98 

Hostier 132 

Housekeeper 123 

I 

Inspector (Building) , 107 

Inspector (Diphtheria) Ill 

Inspector (Division Engineering) 162 

Inspector (Eng[ineering) 161 

Inspector (Junior Engmeering) 161 

Inspector (Food) Ill 

Inspector (Fire Hazard) 109 

Inspector (Ch. Fire Hazard) 110 

Inspector (Milk) Ill 

Inspector (Ch. Health) 112 

Inspector of Police 105 

Inspector (Public Works) 117 

Inspector (P. W.) (Supervising) 118 

Inspector (Plastering) 115 

Inspector (Plumbing). . •. 116 

Inspector (Ch. Plumbing) 116 

Inspector (Sanitarv) 110 

Inspector (Sidewalk and Street Obstruction) 117 
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Page No. 

Inspector (Smoke Abatement) 1 19 

Inspector of S. C. and R. C 113 

Inspector of S. C. and R. C. (Chief) 113 

Inspector (Trench) (Public Works) 117 

Inspector (Water Works) (Public Works) 117 

Inspector (Water Shed) 121 

Inspector (Ch. Water Shed) 121 

Inspector (W. W.) (Supervising) 118 

Inspector of Weights and Measures 1 14 

Instructor (Military) 94 

Instructor of Training School (F. B.) 100 

Interpreter (Clerk) 80 

Investigator (Social) 120 

J 

Janitor , 85 

Janitor (Assistant) 84 

Judge of City Court 154 

L 

Laboratory Assistant 157 

Laborer ; 134 

Ladderman 98 

Laundress 124 

Laimdry Worker 124 

Lieutenant (F. B.) 99 

Lieutenant (P. B.) 104 

Life Guard 86 

Lineman 129 

Loader 144 

M 

Market Master 87 

Market Master (Asst.) 87 

Mason 134 

Mason (Stone) 134 

Matron (Police) 106 

Mayor 154 

Mechanic (Gener^) 135 

Mechanic (Supervising) 136 

Medical Examiner (Schools) (Spec.) 166 

Messenger 80 

Meter Reader (Clerk) 76 

Meter R^airer and Setter 136 

Midwife Examiner 155 

N 

Nurse 125 

Nurse (Health) 169 

Nurse (Supervising Health) 170 

Nurseryman 88 

O 

Operator (F. and P. Tel.) .• 101 

Operator (Sr. F. and P. Tel.) 102 

Overseer of the Poor 120 

Overseer of Reservoirs 92 
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P Page No^ 

Painter 138 

Painter (Carriage) 138 

Painter (Foreman) 139 

Painter (Sign) 138 

Parole Officer 115 

Patrolman 103 

Pavement and Sewer Repairman 140 

Photographer 141 

Physician and Medical Examiner (Health). 166 

Physician (Mtmicipal Hospital) (Resident) 171 

Plumber 142 

Policewoman 103 

President of Common Council 154 

Principal (Playground) 95 

Probation Officer 115 

Pruner. . .* 88 

Psychopathist 171 

R 

Recreation Director 95 

Registrar of Vital Statistics 172 

Reservoir Keeper 91 

S 

Sealer of Weights and Measures (City) 114 

Secretary 155 

Secretary (Stenographer) 82 

Sergeant (P. B.) 103 

Seropathologist 170 

Serviceman (Asst.) 151 

Serviceman (W. W.) " 151 

Stableman 132 

Stable Foreman 132 

Stationary Engineman 149 

Steamfitter 142 

Stenographer 81 

Stenographer (Junior) 81 

Storekeeper (D. C.) 83 

Superintendent (Asst. Dist.) 146 

Superintendent (Dist.) 147 

Superintendent of City Planning 164 

Superintendent of City Planning (Asst.) 162 

Superintendent F. and P. Telegraph 102 

Superintendent (Garage) 128 

Superintendent Garbage Plant 143 

Superintendent (B. S.) (Asst. General) 148 

Superintendent (B. S.) (General) 148 

Superintendent Hose (F. B.) (Asst.) 98 

Superintendent Hose (F. B.). 99 

Superintendent of Markets 88 

Superintendent Mtmicipal Hospital 125 

Superintendent of Parks (Asst.) 90 

Superintendent of Parks 91 

Superintendent of Playgroimds and Recreation 96 

Superintendent of Rubbish Incinerator 143 

Superintendent of Stables and Shops 133 

Superintendent of Steel Bridges 150 

Superintendent of Streets 147 
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Pafe No«, 

Superintendent of Water Works 164 

Supervising Janitor of Municipal Buildings 86 

Supervisor of Fire Engines (Asst.) , 106 

Supervisor of Fire Engines. 107 

Supervisor of Stationary Engineman 150 

Surgeon (Departmental) 160 

Sweeper 144 

T 

Tabulating Machine Operator (Asst. Clerk) 76 

Tabulating Machine Operator (Clerk) 76 

Tapper 151 

Telephone Operator 83- 

Treasuijer 154 

Trucker 144 

V 

Veterinarian 172 

Veterinarian (Health Bureau) 172 

W 

Watchman 92 

Wheelwright. .' < 154: 



Yardman 93 



CLERK (BERTILLON) GROUP 

GRADE I 

Title of Position— Clerk (Bertillon) 

Duties — 

To take and develop photographs of prisoners. 

To take, record and file bertillon measurements. 

To identify prisoners from measurements and photographs on file. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the control 

departments. 



BOOKKEEPER AND ACCOUNTANT GROUP 

GRADE I 
Title of Position — ^Bookkeeper 

Duties — 

To make postings of accounting information from books, vouchers, 

documents or other schedules into permanent journals or records. 

To operate bookkeeping machines. 

To perform related clerical work of the character and standard of 

Grade III, Clerk Group. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

A practical knowledge of bookkeeping. 

Such additional, physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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GRADE n 

Title of Position^ — Senior Bookkeeper 

Duties — 

To supervise an organization charged with the keeping of financial 

records. (This involves the direction of employees in Grade I.) 

To keep controlling or involved financial records which reqtiire a 

very special knowledge of accounting and a through knowledge of 

the departmental procedure. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Note: One Senior Bookkeeper in the City Treasurer's Office may be 
authorized to act as 2nd Deputy Treasurer. 

Qualifications — 

If appointed by promotion, at least two years of experience in Grade I; 

or 

If appointed otherwise than by promotion from Grade I, not less 

than three years of experience in work of Grade I character and 

standard, and the qualifications for Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

GRADE m 
Title of Position — ^Accountant 

Duties — 

To carry on independently audits, examinations and investigations of 

major importance and to prepare reports thereon. 

To devise and install new methods of accounting procedure for the 

largest activities or departments; or 

To supervise and be responsible for the entire work of a large and 

complex Bookkeeping and Accounting Division. 

To perform such other related, incidental or emergency duties as may 

be assigned. 



Qualifications — 

If appointed by promotion, at least two years of experience in Grade 

II; or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of the character and standard of Grade II, 

together with evidence of having fulfilled the requirements in auditing 

and accounting theory and practice set up by the State of New York 

to practice as a certified public accountant. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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CASHIER GROUP 

GRADE I 
Title of Position — Cashier 

Duties — 

To collect, receive or disburse and to account for moneys due to or 
from the city and to perform other assigned clerical work. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

The qualifications for Grade IV, Clerk Group. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



CLERK GROUP 

GRADE I 

Title of Position — ^Junior Clerk 
Duties — 

To perform imder supervision the simplest kinds of office work. 

Examples of work that may be performed in this grade: 

Correspondence: Opening, sorting, weighing, stamping, addressing, delivering 
and posting mail; making simple record of mail sent; wrapping packages and books for 
postmg; letter press copying. 

Filing: Taking papers, reports or correspondence from the files or returning them. 

Copying: Copying by hand written matter on cards, forms or loose pages. 

Errands: Going for and delivering books, reports, supplies, etc. 

Callers: Meeting callers, and directing them to proper persons; taking messages 
or telephone ntunbers and making memoranda relating thereto. 

General : Ruling paper for tables; coimting cards, papers, supplies, etc., arranging 
similar colored papers and cards in piles; putting groups of papers and memoranda 
together with clips or in loose leaf books; reading back memoranda, letters or quotations 
from copy; pasting clippings of notices in books; dusting office and arranging its books, 
furniture, supplies, etc., answering telephone, looking up telephone numbers and calling 
people up; running small telephone switchboard in the absence of the operator; operating 
hectograph, mimeograph, multigraph or neostyle machine. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission. 
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GRADE n 

Titles of Positions — ^Assistant Clerk 

Assistant Clerk (Tabulating Machine Operator) 

Duties — 

Assistant Clerk and Assistant Clerk (Tabulating Machine Operator) 
To perform, tinder supervision, prescribed, routine or other clerical 
work which requires care and accuracy and independent judgment 
only in connection with the details of the work. 
Examples of work that may be performed in this grade: 

Correspondence: Looking over mail, sorting it by departments or divisions. 
Stamping signature of officials on routine correspondence or forms. Making up mailing 
list. 

Filing: Making out card indices; filing in accordance with a simple filing system, 
alphabetically, numerically, chronologically or geographically, such as by name of the 
individual, corporation, owner or occupant, institution, court, date, city or town, etc. 

Computation: Performing under supervision the following: Operating tabulat- 
ing or coding machines, adding and scheduling machines and addressographs requiring 
accuracy only; making out or tabulating daily, weekly or monthly reports, simple 
charts and simple statistics; making arithmeticsd calculations from material in reports, 
returns or applications where accuracy alone is sufficient; keeping simple money accounts. 

Information: Giving information over the telephone or to callers or to members 
of the office necessitating Imowledge of routine procedure, or the consultation of matter 
already in print or in writing, such as looking up dates of meetings; names of parties; 
general subject matter of meetings; telling which officials handle particular matters; 
reporting upon the amount of office supplies on hand. 

Copying: Making copies by hand of material plainly written where accuracy only 
is involved, such as transcriptions from corporate returns, laws, regulations, hearings., 
reports of inspectors, etc. ; making copy by hand from rough draft where no amplifications 
are necessary. 

General: Sorting cards, returns, receipts, applications, etc., by n^e, town, 
<iisease, etc. ; entering the necessary prescribed detail m licenses, receipts, routine orders, 
■cards of acknowledgment, etc-, where accuracy only is involved. 

Qualifications — 

If appointed by promotion, not less than one year of appropriate 

experience in Grade I, or, 

If appointed otherwise than by promotion from Grade I, such physical 

or other qualifications as may be prescribed by the Mtmicipal Civil 

Service Commission. 

The Assistant Clerk (Tabulating Machine Operator) should have 

knowledge of the operation of processes of Hollerith, Powers, or other 

similar machines in pimching, sorting, tabulating and checking work. 

GRADE m 
Titles of Positions — Clerk 

Clerk (Tabulating Machine Operator) 

Clerk (Meter Reader) 

Duties — 

Clerk and Clerk (Tabulating Machine Operator). 

To perform clerical work which requires familiarity with general 
departmental practice, or reliable knowledge of and training in pre- 
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scribed office procedure relating thereto. These duties may require 
limited discretion or judgment on minor matters and may involve 
limited supervision. 

Examples of work that may be performed by clerks in this grade: 

Correspondence: Sorting mail by subject matter, deciding to what individual 
it should go; answering routine correspondence requiring a knowledge of routine office 
or departmental procedure. 

Piling: Placing file symbols on cards, correspondence, reports, etc., using a 
decimal or other complicated scheme of fiHng; classifying reports, clippings and books 
according to subjects; using cross references; classifymg niaterial according to subject 
and according to the use desired to be made of the material. 

Computation: Performing independently the computing work of Grade II; 
checking over bills with orders to see if the materials and charges are correct; keeping 
accounts of cash payments for labor and materials; receiving fees, and banking them 
(and sending checks to local and state treasurer) ; running a petty cash account. 

Information: LookinjB; up information for callers or members of the office calling 
for elucidation of reports of inspectors* hearing, minutes of meetings, etc. 

General: Exercising responsibility for the examination of applications, etc., for 
licenses, certificates, etc., to determine whether the applications are properly drawn, or 
whether they contain the necessary detail and correct date; making out licenses, certifi- 
cates, etc., where routine forms are used but where either a high degree of accuracy or 
judgment in the matters filled in must be exercised; preparing copy for the printer, 
seeing that the headings, arrangements, capitalization, etc., are correct; proof reading or 
following copy and correcting errors while the original is read; checking reports of 
deaths, disease, etc., to see that the cause given is correct. 

Clerk (Meter Reader). 

To read water meters and to record readings according to the estab- 
lished procedure of the Bureau of Water. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Clerk and Clerk (Tabulating Machine Operator). 

Not less than one year of service in Grade 11. (The entrance into 
Grade III when practicable should be restricted to promotion from 
Grade II, on the theory that the essential qualification of an employee 
for this salary grade should be familiarity with the specific office 
procedure in a department. This familiarity can only be obtained 
as a result of previous experience in the departments. Moreover, 
by having Grade III a promotion grade there will be a stimulus for 
continuing service and the development of ability.) 

Clerk (Meter Reader). 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission. 
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GRADE IV 

Titles of Positions — Senior Clerk 

Deputy Clerk City Court* 
Duties — 

Senior Clerk. 

To perform specialized or difficult clerical work requiring independent 
judgment and continuing responsibility; or to supervise and be re- 
sponsible for the clerical work of a large division or small department. 

Examples of work that may be performed in this grade: 

Correspondence: Examining mail with reference to subject matter; routing it 
through proper channels; preparing letters in cases where routine letters and forms will 
not suffice; answering department correspondence that does not require the attention 
of or rulings or interpretations by executive officers; examining for completeness and 
correctness all correspondence and reports sent out. 

Filing: Installing and revising complex departmeotal filing systems and supervis- 
ing other employees in their use. 

Computing : Checking important final tabulation prepared by others ; planning sta- 
tistical tables for department's work; preparing or supervising the preparation of complex 
tables for departmental reports; talcing charge of the financial accoimts of a large 
department involving checking over all bills, the classification of accoimts received 
and the classification of expenditures in accordance with various appropriation items. 

General: Preparing licenses, certificates, commissions, etc., where routine forms 
are not sufficient, but where the licenses or certificates must be drawn in accordance 
with particular circumstances which may require a knowledge of the law and the exercise 
of independent judgment; passing in doubtful cases on the propriety of issuing licenses 
necessitating an anal)rsis of the cases and the applications from the standpoint of their 
legality; making up complex blanks and forms; listing important cases, decisions, laws 
and preparing index notes and headings therefor; editing important publications or 
orders; supervising and assigning the work of the clerks or stenographers in a small 
department or an important division of a large department involving an intimate 
knowledge of office procedure. 

Deputy Clerk City Court — 

To perform such duties as required by charter and by the rules of the 
city court. 

Qualifications — 

If appointed by promotion, not less than two years of experience 
in Grade III, or 

If appointed otherwise than by promotion from Grade III, at least 
three years of experience in work of Grade III character and standard. 
Such additional physical or other qualifications as may be prescribed 
by the Mtuiicipal Civil Service Commission. 



♦(Charter Title.) 
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•GRADE V 

Titles of Positions— Chief Clerk 

Executive Clerk 

Clerk of City Court 

Duties — 

Chief Clerk and Executive Clerk. 

To exercise complete responsibility for the clerical work of a large 

department. 

To perform independently specialized clerical work involving the 

highest degree of ability and judgment. 

To perform such other related, mcidental or emergency duties as may 

be assigned. 

Clerk of City Court. 

To perform such duties as required by charter and b}^ the rules of the 
City Court. 

Qualifications — 

If appointed by promotion, not less than three years of experience 

in Grade IV, and evidence of a high degree of clerical knowledge and 

administrative ability, or 

If appointed otherwise than by promotion from Grade IV, at least 

four years of experience in work of Grade IV character and standard^ 

and evidence of a high degree of clerical knowledge and administrative 

ability. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

COURT ATTENDANT GROUP 

GRADE I 

Title of Position — Court Attendant* 

Duties — 

To maintain order in court rooms. 

To keep in custody persons awaiting trial. 

To assist judges and clerks of the tourt in routine clerical work and 

procedure. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

The qualifications as prescribed for Grade II, Clerk Group. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

♦(Charter Title.) 
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CLERK (INTERPRETER) GROUP 

GRADE I 

Title of Position— Clerk (Interpreter) 

Duties — 

To perform clerical work which requires care and accuracy, and train- 
ing in prescribed office procedure of the character and standard pre- 
scribed for Grade III, Clerk Group. 

To converse and write fluently in foreign languages, and to translate, 
with clearness and accuracy, speech and writing in these languages 
into English and vice versa. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Ability to translate clearly and accurately one or more foreign 
languages, by speech or writing, into English and vice versa, and to 
perform clerical work of the character of Grade III, Clerk Group. 
Such physical examinations, tests and inoculations as may be re- 
quired by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

MESSENGER GROUP 

* 

GRADE I 

Title of Position — ^Messenger 

Duties — 

To receive and deliver moneys, valtiable docimients, papers and con- 
fidential messages for city officials. 

To issue all calls for and to attend all meetings for the Common 
Council and committees thereof. 
To perform such incidental clerical work as may be assigned. 

Qualifications — 

The qualifications for Grade IV, Clerk Group, and in addition, 

evidence of ability to represent the officials with trustworthiness and 

tact. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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STENOGRAPHER GROUP 

GRADE I 
Title of Position — ^Junior Stenographer 

Duties — 

To take simple dictation by shorthand or by any other abbreviated 

process. 

To transcribe dictation on a typewriter. 

To perform incidental tj^ing that ordinarily does not include technical 

matter. 

To perform incidental clerical work of Grade II, Clerk Group, character 

and standard. 

To report verbatim non-technical hearings, conferences and 

investigations. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Examples of work that may be performed in this grade: 

To take and transcribe routine correspondence, reports, notices and ofl&ce 
memoranda. 

To take such correspondence, reports, etc., from dictaphone records. 

To operate a dictation machine. 

To type routine communications and ofl&ce forms, which may include the insertion 
of routine matter copied from reports or records. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission. 

GRADE n 

Title of Position — Stenographer 

Duties— 

To take and transcribe dictation involving technical, scientific, legal 

or other matter generally recognized as difficult dictation. 

To perform incidental stenographic or typewriting work which 

requires a high degree of skill and accuracy. 

To report and transcribe testimony at important public hearings 

where the testimony is technical or scientific. 

To perform incidental clerical work of Grade III, Clerk Group, 

character and standard. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Examples of work that may be performed in this grade : 
Taking and transcribing legal briefs, opinions, agreements and statements. 
Taking and transcribing engineering specifications, scientific or technical com- 
munications, reports and papers. 

Reporting testimony at department hearings or conferences. 
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Qualifications — 



If appointed by promotion, not less than one year of experience in 

Grade I, or 

If appointed otherwise than by promotion, at least two years of 

experience in work of Grade I character and standard. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

GRADE m 

Titles of Positions — Secretary (Stenographer) 

Deputy Court Clerk (Stenographer) "^ 

Duties — 

The duties of these positions, which require a thorough knowledge 
of the organization and work of a department and a high degree of 
stenographic skill, accuracy and dependability, are: 

Secretary (Stenographer). 

To act as private secretary and stenographer to executive officers. 
To answer independently routine correspondence which requires a 
knowledge of office or departmental procedure. 

To perform other important stenographic or secretarial services which 
require a knowledge of legal, scientific or other specialized procedures 
of peculiar skill and ability. 

To perform incidental clerical work of Grade IV, Clerk Group, char- 
acter and standard. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Deputy Court Clerk (Stenographer). 

To perform such duties as required by charter and by the rules 
and regulations of the City Court. 

Examples of work that may be performed in this grade are: 

Disposing independently of correspondence for departmental executives. 

Meeting and interviewing visitors calling to see the department executives. 

Deputy Court Clerk (Stenographer) : 

Taking and transcribing testimony in Court proceedings and actions on trial. 

Qualifications — 

If appointed by promotion, not less than two years of appropriate 
experience in Grade,II, or 

If appointed otherwise than by promotion froni Grade II, at least 
three years of experience in work of Grade II character and standard. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

* (Charter Title.) 
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STOREKEEPER GROUP 

GRADE I 
Title of Position — Storekeeper (Dept. of Cliarities) 

Duties — 

To receive, record and issue supplies, merchandise and materials in 
connection with the store maintained by the Department of Charities. 
To make reports on prescribed forms. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

The qualifications prescribed by Grade III, Clerk Group. 
Such additional physical or other qualifications as to general and 
special fitness to perform the duties of the position as may be required 
by the control departments. 

TELEPHONE OPERATOR GROUP 

GRADE I 
Title of Position — ^Telephone Operator 

Duties — 

To operate telephone switchboards other than monitor or small boards 
which can be operated by office boys, and to keep records of telephone 
calls. (This requires a knowledge of the organization of the depart- 
ment in which the position exists and of the relations of the particular 
department to other city departments and the public.) 
To perform incidental clerical work relating to the above duties. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Experience in operating telephone switchboards. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

ANIMAL KEEPER GROUP 

GRADE I 
TMe of Position — ^Animal Keeper 

Duties — 

To feed, care for, guard and exhibit, imder supervision, mammals, 
birds, reptiles or fishes, and to clean their living quarters and the 
equipment used. 



84 CIVIL SERVICE CLASSIFICATION 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

One year's experience in animal keeping. 

Such physical examinations, tests and inociilations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

GRADE n 
Title of Position — ^Head Animal Keeper 

Duties — 

To supervise the work and training of laborers and employees in: 

Grade I in the care of animals. 

To exercise especial skill in and be responsible for the proper care,. 

feeding, guarding and exhibiting of animals in the city parks. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience 

in Grade I, or 

If appointed otherwise than by promotion, not less than four years. 

of experience in work of Grade I character and standard, and the 

qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 

Civil Service Commission. 

CARETAKER AND JANITOR GROUP 

GRADE I 

Titles of Positions — ^Assistant Janitor 

Caretaker 

Attendant (Museum) 
Duties — 

Assistant Janitor. 

To assist janitors in the heating, cleaning and maintenance of build- 
ings owned or controlled by the city and in the absence of the janitor 
to be responsible for this work. 
To make minor repairs to property and equipment. 
To perform, such other related, incidental or emergency duties as may 
be assigned. 
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Caretaker. 

To maintain, clean and make minor repairs in or about baths, com- 
fort stations or buildings owned or controlled by the city. 
To assist and keep order among persons visiting these places. 
To perform such other related, incidental or emergency duties as may 
te assigned. 

Attendant (Museimi). 

To assist in placing museum exhibits for display. 

To see that order is maintained in the musetun and that the visitors 

do not damage the exhibits. 

To open the museimi assembly rooms and to be in attendance at 

meetings of local societies which are held outside of regular museum 

hours. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be required by the Municipal 

Civil Service Commission. 

(Caretakers in the municipal bathhouses should be able to administer 

first aid to the injured and drowning.) 

GRADE n 
Titles of Positions — ^Head Caretaker 

Janitor 

Duties — 

To direct and supervise employees in Grade I, and to be responsible 

for the heating, cleaning, maintenance and operation of public baths 

or of buildings owned or controlled by the city. 

To make repairs to property and equipment. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade I, or 

If appointed otherwise than by promotion, not less than three years 

of appropriate experience in work of Grade I character and standard 

and the minimum qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be required by the Municipal 

Civil Service Commission. 

(Head caretakers in the mimicipal bathhouses should be able to 

administer first aid to the injured and drowning.) 
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GRADE m 

Title of Position — Supervising Janitor of Municipal Buildings 

Duties — 

To be responsible, subject to the authority of the city engineer, for 
the work performed in connection with the heating, lighting, cleaning, 
maintenance, operation, alteration and repair of all buildings owned 
or controlled by the city except those designated by charter. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion not less than two years of experience in 
Grade II; or 

.If appointed otherwise than by promotion, at least three years of 
experience in work of Grade II character and standard, and the 
qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be required by the Municipal 
Civil Service Commission. 

LIFE GUARD GROUP 

GRADE I 
Title of Position — ^Lif e Guard 

Duties — 

To patrol the municipal bathing beaches to safeguard bathers from 

danger and drowning. 

To enforce the regulations pertaining to the rnunicipal bathing 

beaches. 

To render first aid to the injured and drowning. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 



To be able to manage a small boat. 

To be able to dive properly from the surface and to swim 400 yards. 

To be able to swim 50 yards on back. 

To dive from surface of water and bring up a ten-pound object from 

a depth of at least seven feet. 

To carry a supposedly drowning person of at least his own weight 

50 yards two hands and 50 yards one hand carry. 
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To swim 50 yards dressed in shoes, trousers, coat, and at end of 50 

yards of a swim remove those articles in the water without touching 

bottom. 

Ability to render first aid to the injured and drowning. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications may be prescribed by the Municipal 

Civil Service Commission. 

MARKET MASTER GROUP 

GRADE I 
Title of Position — ^Assistant Market Master 

Duties — 

To assist the market master in the management of the public markets. 
To preserve order and enforce the laws, ordinances, niles and regula- 
tions governing public markets. 

To make inspections of the conditions of the public markets. 
To assign all vehicles that enter the market to their proper places. 
To assist in collecting and accounting for market fees. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

The qualifications for Grade IV, Clerk Group. 

Training and experience that will give evidence of ability to preserve 

good order with tact and judgment. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

GRADE n 
Title of Position — Market Master 

Duties — 

To be responsible for the control and management of the public 

market, subject to the general supervision of the Commissioner of 

Public Works or the Superintendent of Markets. 

To have charge and control of the stands, stalls, wagons, and articles 

offered for sale and everything pertaining to the public market. 

To collect all money payable for the use of stalls, stands and other 

privileges in the public market and to procure and keep books, forms 

and tickets for the conduct of market business. 

To assign lessees the locations to which they are entitled. 
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To have charge of any pubUc scaks or measores that the Commissioner 

of PoUic Wcxrks mav estabHsh and to coUect authorized fees for their 

use. 

To be responsible for preser\Tng order and the enforcement c£ laws, 

ordinances, rules and regulations governing public markets. 

To perform such other related, incidental or eme r ge n cy duties as may 

be assigned. 

Qualifications — 

K appointed by promotion, not less than two years <rf service in 
Grade I; or 

If appointed otherwise than by promotion, at least three years of expe- 
rience in work of Grade I character and standard, and in addition, 
evidence of special administrative experience necessary for the par- 
ticular duties of the position. 

Such physical examinations, tests and inoculations as may be re- 
quired by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 
Civil Service Oinmission. 

GRADE m 

TiOe cf Position — Siq^erintendent of Markets^ 
Duties — 



To act as chief officer of the Market Biu-eau tmder the direction of 

the Commissioner of Public Works. 

To take charge of the management of the public markets. 

To lease stands, places and privileges in the public markets and to 

collect and be responsible for the moneys and revenues resulting 

therefrom. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such qualifications as may be prescribed by the control department 

PARK WORKER GROUP 

GRADE I 

Titles of Positions — Climber and Pruner 

Gardener 

Nurseryman 
Duties — 

Climber and Pruner. 

To plant, spray, trim and prune trees, and to perform other related 

work. 



♦Charter Title. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

Gardener and Nurseryman. 

To perform, under supervision, technical work relating to the plant- 
ing, propagation, cultivation and care of flowers, plants and shrubs. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
Mimicipal Civil Service Commission. 

GRADE n 

Titles of Positions — ^Park Foreman 

Foreman of Street Trees 
foreman Gardener 

Custodian of Herbarium 

Duties — 

Park Foreman. 

To supervise and instruct employees in Grade I or other employees 
engaged in the planting, cultivation, and care of trees, shrubs, plants 
and flowers in the parks, cemeteries and boulevards; and to perform 
such work in the maintenance of parks as may be required. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Foreman of Street Trees. 

To supervise and instruct employees in Grade I or other employees 
engaged in connection with the care and condition of trees in the city 
streets, to make recommendations as to treatment of trees; and to 
perform such work in the actual care of trees as may be required. 
To perform such other related, incidental or emergency duties as 
may be assigned. 

Foreman Gardener. 

To supervise and instruct employees in Grade I or other employees 

engaged in connection with work relating to the planting, propagation, 

cultivation and care of flowers, plants and shrubs; and to perform 

such gardening work as may be required. 

To take charge of greenhouses and to be responsible for the gardening 

work in the largest park divisions or imits. 

To perform such other related, incidental or emergency duties as 

may be assigned. 
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Custodian of Herbarium. 

To collect, identify, prepare, mount, record and preserve plant 

specimens. 

To study, identify, feed and care for wild birds in city parks. 

To perform incidental clerical and indexing work. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

« 

If appointed by promotion, not less than one year of experience in 

Grade I of this group, or one year of experience in the Laborer Group 

providing the experience shall have been appropriate to the duties 

of the position, or 

If appointed otherwise than by promotion, not less than two years 

of experience in work of Gra^e I character and standard, and the 

qualifications for Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

GRADE m 

Title of Position — General Park Foreman 

Duties — 

To supervise the park work of grading, planting, pruning and general 

cleaning of a niimber of small city parks and squares. 

To supervise the construction and maintenance of roads, walks, tennis 

cotirts, golf links, ball diamonds and skating rinks. 

To supervise the work of laborers and park workers in Grades I and 11. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than one year of experience in 

Grade II, or 

If appointed otherwise than by promotion, the qualifications for 

Grade II and not less than two years of experience in work of Grade II 

character and standard. 

Such additional, physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. ^ 

GRADE IV 

Title of Position — ^Assistant Superintendent of Parks 

Duties — 



To assist the Superintendent of Parks in the management of the 
public parks, and to advise with him upon matters of departmental 
policy. 
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To act as special advisor upon botanical and allied subjects, and to 
assume the direction of the arboretum, herbarium, and park green- 
houses. 

To make special studies and investigations relating to the conserva- 
tion of trees, shrubs and plants, and to perform other related technical 
work. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such educational or scientific and other qualifications as may be 
prescribed by the Mimicipal Civil Service Commission. 

GRADE V 
Title of Position — Superintendent of Parks 

DUTIES^- 

To direct, inspect and report upon the work of employees in Grades I, 
II, III and IV, and other employees engaged upon the care and main- 
tenance of the entire system of parks and parkways of the city. 
To be responsible for the operation and maintenance of all park 
activities other than those activities relating to playgrounds, recre- 
ation, baths and special events and functions assigned to other bureaus 
of the Park Department. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission. 

RESERVOIR KEEPER GROUP 

GRADE I 

Title of Position — ^Reservoir Keeper 

Duties — 

To keep screens free from debris at inlets to tunnels supplying water. 

To keep gate houses in good condition. 

To shut off and open gate valves at the proper time in order to regulate 

the flow of water. 

To care for and maintain the conduit lines and the fixtures pertaining 

thereto. 

To repair leaks in pipes. 
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To take such measurements of temperature of air and water, velocity 

of wind, evaporation of water, and rain and snowfall as may be 

required. 

To perform such other related, incidental or emergency duties as may 

be required. 

Qualifications — 

Minimum qualifications for Assistant Serviceman, Grade I, ability 

to take readings and measurements of water levels, temperature, 

wind velocity and rainfall. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such qualifications as may be prescribed by the Municipal Civil 

Service Commission. 

GRAl>£ n 

Title of Position — Overseer of Reservoirs 

Duties — 

To be responsible for the maintenance of the grounds and the general 

condition of the city reservoirs. 

To direct and be responsible for the work of Reservoir Keepers and 

such laborers as may be required for the proper performance of the 

work. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion from Grade I, not less than two years 
of experience in Grade I, or 

If appointed other than by promotion, not less than three years of 
experience in work of Grade I character and standard, and the 
minimum qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

WATCHMAN GROUP 

GRADE I 

Title of Position — ^Watchman 

Duties — 

To protect property owned or controlled by or in the custody of the 
city from theft, fire or other injury or danger. 

To perform such other related, incidental or emergency duties as may 
be assigned. 
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Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

YARDMAN GROUP 

GRADE I 

Title of Position — ^Yardman (Custodian of Supplies) 

Duties-^ 

To receive, record, inventory and issue supplies, pipe castings, tools 
and other materials used in the laying and repairing of water mains, 
or other repairing and construction work. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

The qualifications prescribed for Grade II, Clerk Group. 
Familiarity with the nomenclature and the use of engineering supplies 
and equipment used in the repairing of water mains and other muni- 
cipal engineering work. 

Such physical examinations, tests and inoculations as may be re- 
quired by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

CIVIL SERVICE EXAMINER GROUP 

GRADE I 

Title of Position — Secretary and Chief Examiner 

Duties — 

To act as Secretary to the Municipal Civil Service Commission. 

To determine the work requirements of positions tmder civil service 

and prepare examinations, hold examinations and rate examination 

papers. 

To investigate, study and report upon examination methods and 

procedure of other civil service commissions and to recommend such 

changes in these respects as may be expedient for adoption by the 

Municipal Civil Service Commission. 

To supervise the recording of service records and ratings, and such 

other work as may be assigned by the Municipal Civil Service Com- 
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mission with reference to the rules and regulations of the Municipal 
Civil Service Commission. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission and the appointing officers. 



EXAMINER OF PLUMBERS GROUP 

GRADE I 

Title of Position — ^Examiner of Humbers 

Duties — 

To perform the work devolving upon members of the Examining 
Board of Plumbers, including an examination and certification of all 
persons who desire or intend to be inspectors of pltmibing or to engage 
in the trade, business or calling of plimibing in the city of Rochester. 

Qualifications — 

Such physical or other quaHfications as may be prescribed in the by- 
laws and plumbing rules of the Examining Board of Pltmibers. 

MILITARY INSTRUCTOR GROUP 

GRADE I 

Title of Position — ^Military Instructor 

Duties — 

To instruct members of the police force in military drill and in target 

practice. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the control 

departments. 
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RECREATIONAL DIRECTOR GROUP 

GRADE I 

Titles of Positions — ^Playgrgund Director 

Recreation Director 

Duties — 

Playground Director. 

To direct and give instruction in games, dancing, club work, dramatiza- 
tion, gymnastics, or other recreational activities at public playgrounds 
or recreation centers. 

To perform such other related, incidental or emergency duties as may 
be assigned. 
Recreation Instructor. 

To direct and give instruction in one or more particular lines of 
recreational activity, such as basketry, sewing, dancing, club organiza- 
tion, athletics, swimming, or farm gardening. 

To perform such other related, incidental or emergency duties as may 
be assigned.* 

Qualifications — 

A certificate of graduation from a public high school, or proof of other 
educational training recognized by the Municipal Civil Service Com- 
mission as the equivalent. 

A certificate granted on the completion of a course of training in 
recreational work at a physical culture or normal school or other 
specialized school, of recognized standing, or proof of other training 
recognized by the Municipal Civil Service Commission as the 
equivalent. 

Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE n 

Title of Position — ^Playground Principal 

Duties — 

To supervise and be responsible for a large playground or recreational 
center, or for a group of small playgroimds. 

To instruct, supervise and work with employees in Grade I in con- 
ducting recreational activities. 

To perform such other related, incidental or emergency duties as may 
be assigned. 



*Playground Directors and Recreation Directors may be assigned temi>orary addi- 
tional responsibilities, during which time they may be designated as Assistant Play- 
ground Principals. At such times a higher rate of compensation. may obtain. 
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Qualifications — 

If appointed by promotion, not less than one year of appropriate 
experience in Grade I, or 

If appointed otherwise than by promotion, not less than two years'" 
appropriate experience in work of Grade I^haracter and standard. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission.* 

GRADE m 

Title of Position — Superintendent of Playgrounds and Recreationf 

Duties — 

To act as head of the Bureau of Playgrotmds and Recreation. 

To be responsible for the organization and administration of the 

mimicipal recreational activities. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of appropriate 
experience in Grade II, or 

If appointed otherwise than by promotion, not less than three years*^ 
appropriate experience in work of Grade II character and standard. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

DETECTIVE GROUP 

GRADE I 
Title of Position — ^Detective 

Duties — 

To perform the duties as established by the Rules and Regulations of 
the Police Bureau. 

To investigate crime complaints, and to discover, collect and report 
evidence for the piupose of detecting and apprehending criminals. 
To examine suspicious characters, to inspect places of doubtful 
character and to perform other investigations or detective duties 
incidental to the protection and safety of persons and property. 
To perform such other related, incidental or emergency duties as may 
be assigned. 



•Playground Principals may be assigned temporary additional responsibilities, during 
which time they may be designated as Assistant Superintendent of Playgrounds. At 
such times a higher rate of compensation may obtain. 

tCharter Title. 
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Qualifications — 

Not less than two years of experience in police or detective work, 
affording an opportunity to acquire a knowledge of the methods and 
practices of collecting evidence of crime and of detecting criminals; a 
knowledge of the general rules of evidence and the court procedure 
used in prosecuting criminals. 

Such additional physical or other qualifications as may be prescribed 
by the control departments. 

• 

GRADE n 

Title of Position — Sergeant of Detectives 

Duties — 

To perform the duties as established by the Rules and Regulations 
of the Police Bureau. 

To supervise the work of Detective in Grade I. 

To assist the Captain of Detectives, and in his absence to be responsible 
for the Detective Division. 

To assign detectives to cases and to direct them to the proper per- 
formance of their duties. 

To collect evidence discovered by detectives and to see that their 
cases are properly prepared for court proceedings. 
To investigate emergency cases, to examine persons apprehended for 
crime, arid to perform such other detective work as may be assigned 
by superiors. 

To perform such other related, incidental or emergency duties as. may 
be assigned. 

Qualifications — 

Not less than two years of experience in Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the control departments. 

GRADE m 
Title of Position — Captain of Detectives 

Duties — 

To perform the duties as established by the Rules and Regulations of 

the Police Btireau. 

To be responsible, subject to the command of the Chief of Police, 

for the operation and management of the Detective Division. 

To be responsible for criminal investigations, and to assimie general 

supervision of detectives. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Qualifications — 

Such additional physical or other qualifications as may be prescribed 
by the control departments. 



FIREMAN GROUP 

GRADE I 

Titles of Positions— Driver (F. B.) 

Hoseman (F. B.) 

Ladderman (F. B.) 

Assistant Engineer (F. B.) 

Assistant Superintendent of Hose (F. B.) 
Duties — 

Driver (F. B.) 

To take care of the horses and stables. 

To drive motor or horse-drawn engines to fires and when otherwise 

necessary. 

To perform the duties as established by the Rules and Regulations 

of the Fire Bureau. ^ 

Hoseman and Ladderman (F. B.) 

To perform such duties as their superior officers may direct. 

To perform the duties as established by the Rtdes and Regulations 

of the Fire Bureau. 

Assistant Engineer (F. B.) 

To assist the engineer in the care and operation of an engine. 

To perform the duties of engineer in his absence. 

To perform the duties as established by the Rules and Regulations of 

the Fire Bureau. 

Assistant Superintendent of Hose (F. B.) 

To assist the Superintendent of Hose in the cleaning, repairing and 
testing of fire hose and to perform his duties in his absence. 
To perform the duties as established by the Rules and Regulations of 
the Fire Biu*eau. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 
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GRADE n 

Titles of Positions— Lieutenant (F. B.) 

Engineer (F. B.) 
Superintendent of Hose (F. B.) 

Duties — 

Lieutenant (F. B.) 

To perform the duties and exercise the authority of the captain in his 

absence. 

To perform the duties as established by the Rules and Regulations of 

the Fire Bureau. 

Engineer (F. B.) 

To take charge of the care and management of the engines. To keep 
them in gOod condition and ready for service. 

To perform the duties as established by the Rules and Regulations 
of the Fire Bureau. 

Superintendent of Hose (F. B.) 

To take charge of the care, testing and cleaning of fire hose and the 
distribution of hose and fire apparatus accessories. 
To perform the duties as established by the Rules and Regulations 
of the Fire Btireau. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

Lieutenants must have not less than one year of experience in Grade I, 
and Engineers must have a license as engineer granted by the Board 
of Examiners of Stationary Engineers. 

GRADE m 
Title of Position— Captain (F. B.) 

Duties — 

To assinne command at a fire until a superior officer arrives. 

To take full control over a company, its apparatus, buildings and all 

btireau property therein. 

To perform the duties as established by the rules and regulations of 

the Fire Btu-eau. 

Qualifications — 

Not less than one year of experience as Lieutenant in Grade II. 
Such additional physical or other qualifications as may be prescribed 
by the control departments. 
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GRADE IV 

Title of Position — ^Assistant Battalion Chief (F. B.) 

Duties — 

To perform the duties of Battalion Chief in his absence. 

To perform the duties as established by the Rules and Regulations 

of the Fire Bureau. 

Qualifications — 

Service as a Captain in Grade III. 

Such additional physical or other qualifications as may be prescribed 

by the control departments. 

GRADE V 

Titles of Positions— Battalion Chief (F. B.) 

Instructor of Training School (F. B.) 
Duties — 

Battalion Chief (F. B.) 

To attend fires in a designated district and under the orders from the 

officer in command, to direct the placing of engines, apparatus and 

men for fire fighting, for the saving of life and the protection of 

property. 

To inspect and be responsible for the care and maintenance of all 

equipment in his charge. 

To perform the duties as established by the Rules and Regtdations 

of the Fire Btu-eau. 

Instructor of Training School (F. B.) 

To take charge of the training school imder the direction of the Com- 
missioner of Public Safety and the Chief of the Fire Bureau. 
To instruct the men as to their duties in the line of efficient fire service. 
To perform the duties as established by the Rules and Regulations of 
the Fire Bureau. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

GRADE VI • 
Title of Position — ^Assistant Chief of Fire Bureau 

Duties — 

To assist the Chief in the operation of the Fire Bureau and to take 
command of the uniformed force in his absence. 
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To perform the duties as established by the Rvdes and Regulations of 
the Fire Bureau. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

GRADE Vn 

Title of Position— Chief of Fire Force.* 
Duties — 

« 

To act as chief executive head of the Fire Bureau, subject to the 
authority of the Commissioner of Public Safety, and to exercise 
supreme command over the uniformed force at fires and at all times 
when on duty. 

To perform the duties as established by the Rules and Regulations of 
the Fire Bureau. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

FIRE AND POLICE TELEGRAPH OPERATOR GROUP 

GRADE I 

Title of Position — ^Fire and Police Telegraph Operator 

Duties — 

To assist in receiving and dispatching fire and poUce alarms and other 
orders incidental to the movement of fire companies and fire fighting 
equipment, and in keeping the fire and poUce telegraph plant in 
working order. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Evidence of ability to use a "P. B. X.*' Switchboard, familiarity with 
the principles of electric wiring and Gamewell apparatus. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 
Civil Service Commission. 
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GRADE n 
Title of Position — Senior Fire and Police Telegraph Operator 

Duties — 

To supervise employees in Grade I. 

To be responsible during a torn* for receiving and dispatching fire and 

police alarms and other orders incidental to the movement of fire 

companies and fire fighting equipment, and for keeping the fire and 

police telegraph plant in working order. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion not less than two years of experience in 
Grade I, and one year's experience in work of Electrician Group, 
Grade II, character and standard, or 

If appointed otherwise than by promotion from Grade I, at least two 
years of experience in work of Grade I character and standard, and 
one year's experience in work of Electrician Group, Grade II, char- 
acter and standard and the qualifications for Grade I. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE m 

Title of Position — Superintendent of Fire and Police Telegraph 

Duties — 

To supervise employees in Grades I and II. 

To be responsible for the proper dispatching of fire and police alarms 
and orders incidental to the fire company and fire fighting equipment 
in the entire city. 

To keep the fire and police telegraph plant of the entire city in work- 
ing order. 

To transmit necessary signals at sight of large fires and to act as 
instructor of fire telegraph operators in a department. 
To be responsible for the maintenance of the entire fire and police 
telegraph system. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion from Grade II, not less than two years of 
experience in Grade II, or 
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If appointed otherwise than by promotion from Grade II, at least 
three years of experience in work of Grade II character and standard 
and the minimttna qualifications for Grade II, 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

MUNICIPAL POLICE GROUP 

GRADE I 
Titles of Positions — ^Patrolman 

Policewoman 

Duties — 

Patrolman. 

To perform the duties as established by the Rules and Regulations 

of the Police Bureau. 

To patrol an assigned district or beat for the piupose of enforcing 

laws, ordinances, rules and regulations relating to the prevention of 

crime, the apprehension of criminals, the protection of property and 

persons, and the control of traffic. 

To give information and assistance to the public. 

To do census work for the School Census Board. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Policewoman. 

To perform the duties as established by the Rules and Regtdations of 
the Police Bureau. 

To perform duties for the purpose of enforcing laws, ordinances, 
rules and regulations relating to the prevention of crime, the appre- 
hension of criminals, and the protection of persons and property in 
so far as they more particularly aifect and apply to women. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

GRADE n 
Title of Position— Sergeant (P. B.) 

Duties — 

To perform the duties as established by the Rules and Regtilations 
of the Police Bureau. 
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To supervise squads of patrolmen in Grade I, to instruct and assist 

them in their duties, and to be responsible for their general appearance^ 

good order and discipline. 

To be responsible, tmder assignment, for the enforcement of laws,. 

ordinances, rules and regulations relating to the prevention of crime,. 

the apprehension of criminals and the protection of persons and. 

property in a given area of a precinct. 

To perform such other related, incidental or emergency duties as may^ 

be assigned. 

Qualifications — 

Not less than two years of experience in Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the control departments. 

GRADE m 
Title of Position— Lieutenant (P. B.) 

Duties — 

To perform the duties as estabUshed by the Rules and Regulations 

of the Police Bureau. 

To assist and aid Captains of Police, and in their absence to act for 

them. 

To supervise and be responsible, as assigned from time to time, for 

the maintenance of discipline and the performance of the duties of 

patrolman, Grade I, and Sergeant, Grade II. 

To perform such other related duties pertaining to the enforcement 

of law and order as may be assigned. 

Qualifications — 

Not less than two years of experience in Grade II. 

Such additional physical or other qualifications as may be prescribed 

by the control departments. 

GRADE IV 

Title of Position— Captain (P. B.) 

Duties — 

To perform the duties as may be established by the Rules and Regula- 
tions of the Police Bureau. 

To act as chief and commanding officer, subject to superior command,, 
and to be responsible for all of the police force within an assigned 
district or precinct. 

To be responsible, subject to superior command, for the enforcement 
of the laws, ordinances, rules and regulations relating to the protection 
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-of persons and property, the prevention of crime, the apprehension 
of criminals and the control of traffic within the assigned district 
or precinct. 

To perform such other related duties pertaining to the enforcement of 
law and order as may be assigned. 

^Qualifications — 

Not less than one year of experience in Grade III. 

Such additional physical or other qualifications as may be prescribed 

by the control departments. 

GRADE V 
Title of Position — ^Inspector of Police 

Duties — 

To perform the duties as established by the Rules and Regtdations of 

the Police Bureau. 

To act as chief and commanding officer, subject to superior command, 

and to be responsible for all of the police force within an assigned in- 

spectional district comprising two or more precincts. 

To be responsible, subject to superior command, for the enforcement 

of the laws, ordinances, rules and regulations relating to the protection 

of persons and property, the prevention of crime, the apprehension of 

criminals and the control of traffic within an assigned inspectional 

district. 

To perform such other related duties pertaining to the enforcement 

of law and order as may be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

GRADE VI 
Title of Position — ^Deputy Chief of Police 

IDUTIES — 

To perform the duties as established by the Rules and Regulations of 

the Police Bureau. 

To assist the Chief of Police, and in his absence to act for him, in the 

direction and control and organization of the Btu-eau of Police. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

•Qualifications — 

Such physical or other qualifications as may be prescribed by the con- 
trol departments. 
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GRADE Vn 

Title of Position— Chief of Police* 

Duties — 

To perform the duties as established by the Rules and Regulations 

of the Police Bureau. 

To act as the chief executive officer of the Bureau of PoUce, and to be 

responsible, subject to the authority of the Commissioner of Public 

Safety, for the supervision and management of the entire police force 

and police activities of the city. 

To perform such other related, inddental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

POLICE MATRON GROUP 

GRADE I 
Title of Position — ^Police Matron 

Duties — 

To perform the duties as established by the Rules and Regulations of 

the PoUce Bureau. 

To attend female prisoners, to administer to their needs, and to be 

responsible for their care. 

To record pertinent information, to receive and register the property 

of female prisoners and to perform such other duties as may be 

assigned. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical or other qualifications as may be prescribed by the 
control departments. 

SUPERVISOR OF FIRE ENGINES GROUP 

GRADE I 

Title of Position — ^Assistant Supervisor of Fire Engines 

Duties — To assist the Supervisor of Engines in the discharge of his duties 
and in his absence to make routine examinations of engines and to 
attend fire alarms as required. 

♦Charter Title. 
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To exercise supervision, under the direction of the Supervisor of 
Engines, over the employees in the repair shop. 
To repair and maintain gasoUne and steam fire engines, and pumps. 
* To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such expert experience as auto mechanician and machinist as may be 
required by the control departments; 

GRADE n 

Title of Position — Supervisor of Engines. 

Duties — 

To perform such duties as are established by the Rules and Regulations 
of the Fire Bureau. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the control 

departments. 

BUILDING INSPECTOR GROUP 

GRADE I 
Title of Position — ^Building Inspector 

Duties — 

To inspect and report on construction, alteration or maintanance work 

on buildings and other structtires as to authorization and materials, 

and to enforce compliance with the Municipal Building Code and 

Building Ordinances and with the regulations and principles of public 

health and safety. 

To inspect materials, workmanship and construction in order to 

determine and report upon the conformity with authorized plans > 

specifications or regulations relative thereto. 

To make inspections of old buildings or buildings thought to be 

unsafe. 

To inspect and report upon the installation of all heating systems, 

fire places and bake ovens. 

To investigate causes of complaints relating to violations of the 

Building Code. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 



Qualifications — 

Not less thap five years of experience in the inspection of materials 
and methods of building construction in the pursuit of a business or 
skilled trade involving the practical appUcation of these methods of 
building construction. 

Complete familiarity with the Building Code and Building Ordinances. 
Such physical examinations, tests and inoctilations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 
Civil Service Commission. 



GRADE n 

Title of Position — ^Assistant Fire Marshal (Asst. Chief of Bureau of 

Buildings) 

DUTIE3 — 

To assist the Fire Marshal (Chief of Bureau of Buildings) in the 

operation of the Btireau of Buildings and to act in his absence. 

To supervise the Building Inspectors in Grade I. 

To examine all plans and specifications submitted for approval 

and to see that they comply with the Building Code and Building 

Ordinances. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than five years of experience in 
Grade I, or 

If appointed otherwise than by promotion, not less than five years of 
experience in investigating work for a fire instu*ance company, and the 
qualifications for Grade I, or in other work of Grade I character and 
standard; providing that a degree granted upon completion of a 
standard course of instruction in an engineering or architecttiral school 
of recognized standing shall be accepted as the equivalent of two 
years of practical experience. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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GRADE m 

Title of Position— Fire Marshal* (Chief of Bureau of Buildings) 

Duties — 

To be responsible for the administration of the Bureau of Buildings^ 

including the supervision and direction for the inspections required 

in accordance with the Building Code. 

To make investigations and to enforce the laws and ordinances, rules 

and regtdations relating to fire prevention, building construction, fire 

hazards and the storage of combustibles. 

To initiate revisions of the Building Code to conform with modem 

building methods and practices. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 
Such other qualifications as may be prescribed by the control agencies.. 

FIRE HAZARD INSPECTOR GROUP 

GRADE I 
Title of Position — ^Fire Hazard Inspector 

Duties — 

To inspect and report on the condition of stores, basements, courts^ 

yards and fire escapes. 

To determine compliance with laws and ordinances relating to fire 

prevention, risks and dangers. 

To check up inspections made by firemen. 

To investigate miscellaneous complaints relative to fire hazards and 

report on violations of the building laws. 

To aid in the inspection of the storage of combustibles, gasoline and 

other inflammable or explosive material. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Complete familiarity with the Building Code. 

Such physical examinations, tests and inoculations as may be pre-^ 

scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

•Charter Title. 
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GRADE n 
Title of Position — Chief Fire Hazard Inspector. 

Duties — 

To supervise and be responsible for the inspections, investigations 

and reports of Fire Hazard Inspectors in Grade I. 

To investigate important complaints relative to fire hazards and report 

on violations of the building laws. 

To be responsible for the inspections of combustibles and the storing 

of gasoline and dynamite and other inflammable or explosive material. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

. If appointed by promotion, not less than two years of experience 
in Grade I, or 

If appointed otherwise than by promotion, not less than three years 
of experience in work of Grade I character and standard, and the 
qualifications for Grade I. 

Complete familiarity with the Building Code and Building Ordinances. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. ♦ 

HEALTH INSPECTOR GROUP 

GRADE I 
Title of Position — Sanitary Inspector 

Duties — 

To inspect and investigate complaints relative to communicable dis- 

easies and to the sanitation and conditions dangerous to the public 

health in dwellings, stables, factories, workshops, stores, mercantile 

establishments, lodging houses, bath houses, institutions and other 

buildings, or enclosures or places. 

To report, prevent, correct and abate such conditions or practices as 

may be dangerous tp the public health or in violation of the laws of the 

State of New York, the Health Ordinance of the City of Rochester, or 

the rules and regulations of the Btireau of Health. 

To make inspection and enforce conditions of quarantine for the 

purpose of enforcing the isolation of and the prevention of the spread 

of 2l11 cases of contagious and infectious diseases. 

To make under assignment miscellaneous inspections or investigations 

that relate in any way to the problem of public health. 

To perform such other related, incidental or emergency duties as 

may be assigned. 
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Qualifications — 

Thorough familiarity with the Health Ordinance. 

Training and experience in sanitary science and in public and personal 

hygiene. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

GRADE n 

Titles of Positions — ^Milk Inspector 

Food Inspector 

Diphtheria Inspector 

Duties — 

Milk Inspector. 

To make inspections of and score dairies, creameries, pasteurizing 
plants and places where milk is stored, handled or sold. 
To investigate complaints and to report, prevent, correct and abate 
such conditions or practices as may be dangerous to public health or 
in violation of the laws of the State of New York, the ordinances of 
the City of Rochester, or the regulations of the Bureau of Health. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Food Inspector. 

To inspect foods in wholesale and retail establishments, food manu- 
facturing plants and slaughter houses. 
To procure samples of food for analysis. 

To investigate complaints relative to the production, manufacture, 
storage, handling and sale of foods. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Diphtheria Inspector. 

To make cultures and to collect specimens of body fluids for bac- 
teriological and serological examinations. 

To obtain specimens of blood and body tissue for bacteriological and 
serological work. 

To take care of the apparatus of a bacteriological laboratory. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 
Milk Inspector. 

Training in an agricultiu-al school or college of recognized standing 
which has included instruction and field or laboratory work in the 
production, storage, handling and analysis of milk. 
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Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

Food Inspector. 

Training in an agrictdttiral school or college of recognized standing, 
which has included instruction and field or laboratory work in the 
production, storage, handling and analysis of food. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

Diphtheria Inspector. 

Not less than three years' experience as Health Inspector, Grade I, 

or as Health Nurse Grade I. 

Familiarity with culture work, the handling of ctdture tubes and the 

uses of laboratory incubators. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



GRADE m 

Title of Position — Chief Health Inspector 

Duties — 

To supervise the work of inspectors of Grades I and II, and to perform 
administrative work incidental to the problem of food, milk, sanitary 
and diphtheria inspection. 

To supervise and to make independently important special investiga- 
tions and surveys in connection with the problem of food, milk and 
sanitary inspection. 

To perform other related duties pertaining to the enforcement of 
laws and regulations relating to foods, milk and general sanitation. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion not less than one year's experience in 
Grade II; or 

If appointed otherwise than by promotion, not less than two years 
of experience in work of Grade II character and standard, and admin- 
istrative ability demonstrated by experience. 

Such additional physical or other qualifications as may be prescribed 
by the Mimicipal Civil Service Commission. 
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INSPECTOR OF STREET CLEANING AND REFUSE 

COLLECTION GROUP 

GRADE I 

Title of Position — ^Inspector of Street Cleaning and Refuse Collection 

Duties — 

To inspect and report upon the collection of garbage, street refuse and 
other materials in order to ascertain that the collections have been 
properly and orderly made and that the streets are cleaned in accord- 
ance with rules and regulations. 

To investigate complaints relative to the collection and removal of 
garbage, street refuse and other materials. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Experience in connection with street cleaning work and a familiarity 
with problems of street sanitation. 

Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE n 

Title of Position — Chief Inspector of Street Cleaning and Refuse Collection 

Duties — 

To be responsible for the inspection and reports upon the collection 
of garbage, street refuse and other materials, and for the investigation 
of complaints relative thereto. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

« 

If appointed by promotion from Grade I, not less than two years of 

experience in Grade I, or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard. 

Practical experience in street cleaning work and familiarity with the 

problems of street sanitation. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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INSPECTOR OF WEIGHTS AND MEASURES GROUP 

GRADE I 
Title of Position — ^Inspector of Weights and Measures 

Duties — 

To inspect, test, seal, adjust or condemn weights, meastires and 
balances used in the sale of goods, wares and merchandise for the 
purpose of enforcing the State and City laws relating to the using or 
giving of false or insufficient weights and measures. 
To investigate hawkers, peddlers and itinerant vendors to determine 
whether they have conformed to the State laws and City ordinances 
in transacting any business involving the use of weights or measures. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Study, training and experience essential to a knowledge of the mechan- 
ism and principles involved in weighing and measuring devices. 
Ability to make investigations and to collect pertinent information. 
Such additional physic^ or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE n 

Title of Position — City Sealer of Weights and Measures. 

Duties — 

To direct the work of Inspectors of Weights and Measures in Grade I. 

To supervise the weighing of coal as prescribed by law. 

To supervise the inspection and sealing of weights and measures as 

prescribed by the Municipal ordinance or otherwise by law. 

To exercise immediate supervision, under the Commissioner of Public 

Works, of the Btireau of Weights and Measures. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 



If appointed by promotion, not less than three years of experience in 

Grade I ; or 

If appointed otherwise than by promotion at least four years of 

experience in work of Grade I character and standard, and evidence of 

administrative ability demonstrated by practical experience. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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PAROLE OPFICER GROUP 

GRADE I 

Titles of Positions — ^Parole Officer 

Probation Officer"^ 

Duties — 

To investigate cases of persons on parole or persons awaiting the dis- 
position of the cotirts, and to report to the proper authorities the 
results of such investigations. 

To exercise helpful and authoritative supervision over persons under 
probation or on parole and to enforce orders relating to such persons. 
To keep records and statistics incidental to the duties of parole or 
probation officer. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

A certificate of graduation from a public high school or proof of other 

educational training recognized as the equivalent. 

Experience in probation work or other social work that would afford 

appropriate training for the special duties to be performed. • 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

PLASTERING INSPECTOR GROUP 

GRADE I 

Title of Position — ^Plastering Inspector 

Duties — 

To examine and report upon plastering and fireproofing processes £ts 
to their compliance with the provisions of the Building or Plastering 
Code and the laws of the State of New York governing plastering work. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than five years' experience as a journeyman in the Plastering 
trade. 

Such physical examinations, tests and inoctdations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



♦Charter Title. 
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PLUMBING INSPECTOR GROUP 

GRADE I 
Title of Position — ^Plumbing Inspector 



Duties — 

To inspect and report on the construction and alteration of all plumb- 
ing and house drainage work and general sanitation as to compliance- 
with the provision of the Plumbing Code, Plumbing Rules and the- 
established principles of public health. 
To make tests of plumbing and house drainage systems. 
To report any person engaged in or canying on the business of plumber 
or employing plimibers without having a certificate as provided by 
law. 

To make, imder assignment, miscellaneous inspections or investiga- 
tions that relate in any way to the problem of plimibing and drainage. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than two years of experience as a practical plimiber, in 

addition to a license or certificate issued by the Examining Board of 

Plumbers as evidence of fitness to perform the duties of plimibing^ 

inspector; a thorough knowledge of the laws, ordinances and rules- 

governing plumbing and drainage. 

Such physical examinations, tests and inoculations as may be pre- 

scribed by the control departments. 

Such additional qualifications as may be prescribed by the MunicipaL 

Civil Service Commission. 

GRADE n 

Title of Position — Chief Pltunbing Inspector 

Duties — 

To supervise the work of Pltunbing Inspectors in Grade I, and to be- 

responsible for the administrative work incidental to the Division 

of Plimibing. 

To receipt, pass upon and issue all plumbing permits and plumbers^ 

licenses. 

To discharge the duties of member of the Examining Board of 

Plumbers. 

To perform independently the most difl&cult and responsible technical 

plumbing inspections. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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^Qualifications — 

If appointed by promotion, not less than two years of experience in 
Grade I; or 

If appointed otherwise than by promotion, not less than three years 
of appropriate experience in work of the character and standard of 
Grade I, and the qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



PUBLIC WORKS INSPECTOR GROUP 

GRADE I 

Titles of Positions — ^Public Works Inspector 

Public Works Inspector (Water Works) 

Public Works Inspector (Sidewalks and Street 
Obstructions) 

Public Works Inspector (Trench) 

Duties — 

Public Works Inspector. 

To perform under assignment general inspectional and utility work 
covering the whole field of public works. (An inspector of Public 
Works, without having an additional qualifying title, may per- 
form inspectional work of several different kinds in so far as this 
work may be considered comparable in importance with the other 
inspectors of this grade. It is assimied that the work does not require 
technical or professional qualifications. If the inspections require 
work of a professional nature in the field of engineering, the position 
should be classified in the Engineering Group of the Professional 
-and Scientific Service.) 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Water Works Inspector. 

To make special meter readings, simple tests and report on conditions 

of the water fixtures and their installation. 

To make surveys of buildings for water installation. 

To inspect fire hydrants. 

To investigate complaints in regard to excessive charges. 

To perform such other related, incidental or emergency duties as 

may be assigned. 
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Sidewalks and Street Obstruction Inspectors. 

To inspect the sidewalks and street locations for the purpose of ascer- 
taining their condition, especially observing obstructions, encroach- 
ments, refuse, signs, ice, snow and any other incumbrances or materials 
that may be dangerous to the public or contrary to city ordinances, 
rules and regulations. 

To investigate complaints relative to conditions affecting sidewalks 
and streets that are contrary to the city ordinances, rules and 
regulations. 

To serve notice upon owners of sidewalks when dangerous conditions 
exist. 

To act as foreman for the removal of snow and ice from sidewalks 
or premises that are not cleaned, in accordance with city practices, 
ordinances, rules and regulations. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Trench Inspector. 

To inspect house laterals to sewers from the house line to the curb in 
order to ascertain that they are properly laid and cemented and that 
the trenches are properly backfilled. 
To see that trenches are safeguarded when open. 
To see that the house water connections are properly laid and tested. 
To inspect privately built sewers in order to ascertain that the con- 
ditions pertaining thereto are in accordance with city ordinances, 
rules and regulations. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

QUALIFICATIOisrS — 

Such physical or other qualifications as may be prescribed by the 
Municipal Civil Service Commission. 

GRADE n 

Titles of Positions — Supervising Inspector (Public Works) 

Supervising Inspector (Water Works) 

Duties — 

To be responsible for the routine operation of a Division of Public 

Works Inspection involving supervision of Inspectors in Grade I. 

To make special investigations when necessary. 

To decide all matters pertaining to the inspectional service within 

a particularly assigned division. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Qualifications — 

If appointed by promotion, not less than two years of appropriate 

experience in Grade I, or • 

If appointed otherwise than by promotion, appropriate experience in 

work of Grade I character and standard, and the qualifications for 

Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



SMOKE ABATEMENT INSPECTOR GROUP 

GRADE I 
Title of Position — Smoke Abatement Inspector 

Duties — 

To observe the quality of smoke emitted from buildings, boilers, 

stationary engines, traction engines, railroad engines and locomotives, 

boats on the canal or river, and from other sources. 

To ensure that the quality of smoke complies with the laws, ordinances 

and regulations relating to smoke abatement. 

To make recommendations on methods of smoke abatement to owners 

and operators of buildings, boilers and engines. 

To investigate complaints relating to smoke nuisances and to adjust 

the same. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Not less than three years of experience in the operation of boilers, 
or other appropriate experience affording an opportimity to acquire 
a knowledge of the combustion of fuel and of the construction and 
operation of boilers; providing that a degree granted on the completion 
of a standard cotirse of instruction in mechanical engineering at an 
engineering school of recognized standing shall be accepted as the 
equivalent of two years of practical experience. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such ad(Htional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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SOCIAL INVESTIGATOR GROUP 

GRADE I 

Title of Position — Social Investigator 

Duties — 

To ascertain and report facts regarding the economic and social con- 
dition, environment and circumstances of persons receiving or apply- 
ing for institutional or other relief from the City of Rochester. 
To suggest remedial measures and to take such action toward relief 
as may be directed by the Overseer of the Poor, the Commissioner of 
Charities or as determined by rules and general instructions of the 
Department of Charities. 

To keep proper records of cases for the ptupose of collecting data and 
statistics for studies in dependency. 

To make investigations, under assignment, of the environment and 
circumstances of dependents and to make reports upon their conditions 
and needs. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such training and experience in the field of social work connected with 

the care of dependents, medical social service, organized charity, child 

welfare, probation work or settlement work as to afford appropriate 

training and experience for the particular duties of social investigator. 

Thorough knowledge of the laws, rules and regulations relating to the 

care of dependents. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be required by the Municipal 

Civil Service Commission. 

GRADE n 
Title of Position — Overseer of the Poor* (Chief Social Investigator) 

Duties — 

To supervise the work of social investigators in Grade I and to perform 
administrative work incidental to the problem of relief under the 
direction of the Commissioner of Charities or his Deputy. 
To be responsible for the disposition of all applicants for relief. 
To make independently or to supervise important special investiga- 
tions and surveys in connection with the problem of relief. 
To perform such other duties as may be required by law and depart- 
mental regulations. 



♦Charter Title. 
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Qualifications — 

If appointed by promotion, not less than three years of experience in 
Grade I; or 

If appointed otherwise than by promotion, at least four years of 
experience in a field of social work which would afford appropriate 
training and experience for the particular duties of the position. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. ^ 

Such additional qualifications as may be required by the Municipal 
Civil Service Commission. 



WATERSHED INSPECTOR GROUP 

GRADE I 

^^ * 

Title of Position— Watershed Inspector 

Duties — 

To patrol assigned watershed districts for the purpose of safeguarding 
the purity and preventing the pollution of water and water supplies. 
To report sotirces of pollution. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 

Title of Position — Chief Watershed Inspector 

Duties — 



To plan, supervise and be responsible for the inspection of watersheds' 
To prevent pollution and to safeguard the purity of water supplies. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion from Grade I, not less than two years of 
experience in Grade I, or 
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If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard, and the 

qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 



COOK GROUP 

GRADE I 
Title of Position— Cook 

Duties — 

To prepare for immediate or future table use all foods and special 
diets for all departments of the Municipal Hospital.. 
To be responsible for the cleanliness and condition of the kitchen, 
store rooms, and kitchen equipment. 

To issue requisitions and to receipt for foodstuffs and kitchen equip- 
ment, and supplies. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 



Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Mtmicipal 
Civil Service Commission. 



DOMESTIC GROUP 

GRADE I 
Title of Position — ^Domestic 

Duties — 

To be responsible for the cleanliness and general condition of the 
superintendent's quarters in the Mtmicipal Hospital and to perform 
such other work commonly performed by domestics. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed b}^ the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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HOSPITAL ATTENDANT GROUP 

GRADE I 

Title of Position — ^Hospital Attendant 

Duties — 

To perform the less important duties, not involving nursing, incident 

to the care and comfort of patients or invalids in the Mimicipal 

Hospital. 

To render assistance to nurses. 

To perform incidental cleaning. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



HOUSEKEEPER GROUP 

GRADE I 

Title of Position — ^Housekeeper 

Duties — 

To direct and perform household work at the Municipal Hospital such 
as the cleaning of living, eating and sleeping quarters and administra- 
tion offices, the distributing, marking and mending of wearing apparel, 
bed and table linens, and the preparing and serving of food. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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LAUNDRY WORKER GROUP 

GRADE I 

Titles of Positions — ^Laundryman 

Laundress 
Duties — 

To be responsible for the laundry work in the Municipal Hospital. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre« 
scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



MISCELLANEOUS GROUP 

GRADE I 

Titles of Positions — ^Ambulance Driver and Miscellaneous Worker 

Caretaker 

Duties — 

Ambulance Driver and Miscellaneous Worker. 

To be responsible for the care of and to drive the ambulance and other 

motor vehicles in the custody of the Municipal Hospital. 

To care for and maintain the small heating boilers at proper pressure. 

To perform incidental plumbing, electrical and other work that may 

be required. 

To make minor repairs about the institution. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Caretaker. 

To care for lawns, shrubberies and plants and to perform other work 
in connection with the maintenance of the Hospital groimds. 
To perform such other related, incidental or emergency duties as may 
- be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Mtinicipal 
Civil Service Commission. 
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NURSE GROUP 

GRADE I 
Title of Position — ^Nurse 

Duties — 

To assist in the treatment and care of assigned sick or infirm patients, 
and to keep the necessary cHnical and ward records. 
To perform such other miscellaneous work under assignment as may- 
be incident to the health, comfort and safety of the patients who are 
under their supervision. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



SUPERINTENDENT OF MUNICIPAL HOSPITAL GROUP 

GRADE I 
Title of Position — Superintendent of Municipal Hospital 

Duties — 

To have general supervision of the nursing work of the hospital. 
To direct and be responsible for the administration and general man- 
agement of the Municipal Hospital in connection with all hospital 
work not involving professional training in medicine. 

•Qualifications — 

Such physical- examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

BLACKSMITH GROUP 

GRADE I 

I'itle of Position — ^Blacksmith's Helper 

Duties — 

To assist blacksmiths in their work and to perform such independent 
work in the trade as may properly be performed by blacksmiths' 
helpers. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 
Civil Service Commission. 



GRADE n 

Title of Position — ^Blacksmith 

Horseshoer 

Duties — 

Blacksmith. 

To make and shape iron parts or tools used in btiilding construction 

and in the repair and maintenance of vehicles, bridges, locks, piers 

and other equipment. 

To perform such other work as may properly be required of 

blacksmiths. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Horseshoer. 

To work as fireman at the forge. 

To heat the metal and properly shape the shoe. 

To pare the horse's hoof. 

To fit the shoe to the horse's hoof. 

To drive or nail the shoe to the hoof. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Service as an apprentice dtuing the length of time locally stipulated 

by the trade. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 

Civil Service Commission. 
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CARPENTER GROUP 

GRADE I 
Title of Position — Carpenter's Helper 

TDUTIES — 

To assist carpenters in their work and to perform such independent 
work in the carpentry trade as may properly be performed by helpers. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 
Title of Position — Carpenter 

Duties — 

To supervise workers in Grade I. 

To perform such work in connection with the construction and repair 

of structures or parts of structures, vehicles, walks, bridges and 

equipment as may properly be required of carpenters. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Service as an apprentice in carpentry work, during the length of time 
stipulated by the trade. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE m 

Title of Position — ^Foreman Carpenter 

Duties — 

To act as foreman and to supervise the repairing of wooden bridges, 

races, sidewalks, crosswalks, and other wooden structures and 

equipment. 

To requisition and account for tools and other equipment used in 

connection with carpentry work. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

QUALIPICATIONS — 

If appointed by promotion not less than two years of experience in 

Grade II, or 

If appointed otherwise than by promotion at least three years of 

experience in work of Grade II character and standard, and the 

qualifications for Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the Mtmicipal Civil Service Commission. 



CHAUFFEUR AND AUTO REPAIRER GROUP 

GRADE I 

Titles of Positions — Chauffeur 

Motor Driver 

Auto Repairman 
Duties — 

To operate, repair, overhaul, clean and oil automobiles, auto trucks 

and gasoline engines. 

To load, unload, check and record supplies and materials transported. 

To keep daily records of automobile meter readings, gasoline and oil 

consumed, and of expenses incurred in the maintenance and operation 

of automobiles, auto trucks and gasoline engines. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Not less than one year of experience in repairing and driving gasoline 
automobiles and trucks. 

Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE n 

Title of Position — Garage Superintendent 

Duties — 

To supervise the work of laborers and employees in Grade I. 

To direct and be responsible for a large municipal garage involving 

responsibility for all assignments, reports, prompt service, repairs, 

purchases, conduct of employees, supplies and equipment. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Qualifications — 

If appointed by promotion, not less than three years of experience 

in Grade I, or 

If appointed otherwise than by promotion, not less than four years 

of experience in work of Grade I character and standard. 

Such additional, physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



CLEANER GROUP 

GRADE I 

Titles of Positions — Cleaner 

Charwoman 

Duties— 

To clean, sweep, dust, scrub, polish and to perform such other services 
in the maintenance or cleaning of public buildings and equipment as 
may be assigned by superiors. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inocixlations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



ELECTRICIAN GROUP 
GRADE I 

Titles of Positions — ^Lineman 

Assistant Electrician 
Cable Splicer 

Duties — 

Lineman. 

To erect, climb and remove poles and to run cables and wires overhead 
or tmderground. 

To perform such other related, incidental or emergency duties as may 
be assigned. 
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Assistant Electrician. . 

To assist electricians in construction and repair work. 

To string electric wires. 

To charge and repair electric batteries. 

To perform under supervision such other electrical work as mav be 

required. 

Cable Splicer. 

To splice and assist in the installation of electric cables. 

To perform such other related, incidental or emergency duties as mav 

be assigned. 

Qualifications — 

Service as an apprentice during the time locally stipulated by the trade. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



GRADE n 
Title of Position — ^Electrician 

Duties — 

Electrician. 

To install electric appliances. 

To set and repair meters. 

To install and repair dynamos, switchboards, electric signs and other 

electric fixtures or apparatus. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade I, or 

If appointed otherwise than by promotion from Grade I, at least 

three years of experience in work of Grade I character and standard, 

and the qualifications for Grade I. 

Such physical examinations, tests and inoctdations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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GRADE m 
Title of Position — ^Foreman Electrician 

Duties — 

To supervise the work of employees in Grades I and II. 
To be responsible for the proper installation, operation, maintenance 
and repair of electric appliances, machinery, wires and equipment. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience 

in Grade II, or 

If appointed otherwise than by promotion from Grade II, at least four 

years of experience in work of Grade II character and standard, and 

the qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 

Civil Service Commission. 



ELEVATOR OPERATOR GROUP 

GRADE I 
Title of Position — ^Elevator Operator 

Duties — 

To operate passenger or freight elevators. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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HOSTLER AND DRIVER GROUP 

GRADE I 
Titles of Positions — ^Driver 

Hostler 

Stableman 

Duties — 

Driver. 

To haul supplies, equipment and other materials. 

To drive, and care for the horses while outside of the stable and to 

harness and imhamess them. 

To assist in loading and unloading vehicles. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Hostler. 

To care for, clean, feed and bed horses. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Stableman. 

To clean stables and equipment and to perform such other unskilled 
manual labor in stables as may be required. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than one year of experience in the driving, care and feeding 

of horses or mules. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commisssion. 



GRADE n 

I 



Titles of Positions — Stable Foreman 

Foreman of Veterinaiy Hospital 

Duties — 

Stable Foreman. 

To supervise the work of employees in Grade I. 

To be responsible for the maintenance and operation of a large stable 
including the care of horses, equipment and supplies and the keeping 
of necessary records. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

Foreman of Veterinary Hospital. 

To take charge of the Veterinary Hospital of the Fire Bureau and to 

supervise the work of employees in Grade I. 

To care for sick and injured horses tmder the direction of a veterinarian. 

To supervise the purchase of all oats, hay and straw purchased for 

the Fire Bureau. 

To perform such other duties as may be prescribed by the rules and 

regulations of the Fire Bureau. 

Qualifications — 

If appointed by promotion, not less than two years of appropriate 

experience in Grade I; or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard, and the 

qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 

Civil Service Commission. 

GRADE m 

Title of Position — Superintendent of Stables and Shops (D. P. W.) 

Duties — 

To take charge of the management of the Division of Stables and 
Shops of the Bureau of Sanitation under the direction of the General 
Superintendent. 

To supervise employees in Grades I and II, and of laborers and other 
employees, to direct and be responsible for the activities of the horse- 
drawn equipment of the Department of Public Works, including the 
maintenance and operation of stables and repair shops, the purchasing 
and care of horses, equipment and supplies, the keeping of necessary 
records, the inspection of stables and investigation of complaints. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience as 

foreman in Grade II and evidence of executive ability, or 

If appointed otherwise than by promotion, not less than four years 

of experience in the management of a large stable, and the quaUfica- 

tions for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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LABORER GROUP 

GRADE I 
Title of Position — ^Laborer 

Duties — 

To perform under supervision manual work in the construction or 
maintenance of public works or other work requiring little skill or 
training and for which physical strength is an essential qualification. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 

Title of Position — ^Foreman of Labor 

Duties — 

To supervise and be responsible for gangs or groups of laborers. 

To make such reports of location, time and quantity of men and 

materials as may be required. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion from Grade I, not less than three years of 
experience in Grade I, or 

If appointed otherwise than by promotion from Grade I, the qualifica- 
tions for Grade I and not less than one year of experience in handling 
men. 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

MASON GROUP 

GRADE I 
Titles of Positions — ^Mason 

Stone Mason 

Duties — 

Mason. 

To lay out, set forms for, grade, finish and repair cement floors, pave- 
ments, sidewalks and other structures. 
To lay brick, tile, concrete blocks, stone. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

Stone Mason. 

To set, cut, dress, clean, repair and point stone, marble, slate or 

manufactured stone. 

To set monuments and adjust monumental work. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Service as a mason's helper during the length of time locally stipulated 

by the trade. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 



GENERAL MECHANIC GROUP 

GRADE I 
Title of Position — General Mechanic 

Duties — 

To perform general mechanical work about buildings, repair shops and 
groimds involving knowledge of and experience in several trades. 
(This work may involve planning, supervising and personally assisting 
in handicraft work, carpentry, painting, tinsmithing, masonry and 
other related work connected with the construction of buildings and 
equipment or other property.) 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Satisfactory experience in general mechanical repair work about 

buildings and groimds. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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GRADE n 

Titles of Positions — ^Repair Shop Foreman 

Supervising Mechanic 

Duties — 

To supervise and direct the work of a repair shop involving the services 

of machinists, carpenters- and blacksmiths; or to supervise and direct 

general mechanics and other employees in important mechanical 

work. 

To receive and be responsible for materials and equipment used in 

connection with installation and repair work. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion from Grade I, not less than three years of 

experience in Grade I ; or 

If appointed otherwise than by promotion, not less than four years 

of experience in work of Grade I character and standard, and the 

qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

METER REPAIRER AND SETTER GROUP 

GRADE I 
Title of Position — ^Meter Repairer and Setter 

Duties — 

To examine, repair, readjust and install meters in order to secure 

acctu*ate registration, full delivery, and noiseless operation. 

To set, reset and test meters. 

To make field and shop tests of meters involving the use of lathes, 

drills and vise work in shops. 

To investigate and report upon complaints relative to the defects in 

meters. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Knowledge of the mechanics of meters and one year of practical 

experience in meter repair work, or 

Not less than one year of experience as laborer or assistant service- 
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man Grade I, in work pertaining to the installation and repair of 

water fixtures. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

GRADE n 

Title of Position — ^Assistant Foreman (Meter Repairs and Tests) 

Duties — 

To supervise and direct, subject to the orders of the foreman, certain 
operations and details in the repairing, testing and adjusting of 
meters and to be responsible for these operations. 
To instruct and advise employees in the repairing, testing and adjust- 
ment of meters. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade I; or 

If appoihted otherwise than by promotion, not less than three years 

of experience in work of Grgide I character and standard, and the 

minimum qualifications for Grade I. 

Such physical examinations, tests and inoctdations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

GRADE m 
Titie of Position — ^Foreman (Meter Repairs and Tests) 

Duties — 

To be responsible for and to direct employees in Grades I and II. 

To have general supervision of all work done in the meter repair and 

testing shop involving the keeping of records of all meters, the in^ 

specting, numbering and testing of meters received from factories, 

and the repairing and testing of old meters brought to the meter shop 

for adjustment. 

To be responsible for the care of all equipment in the meter repair 

shop. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Qualifications — 

If appointed by promotion, not less than three years of experience in 

Grade II; or 

If appointed otherwise than by promotion, not less than four years 

of experience in work of Grade II character and standard, and the 

qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mimicipal 

Civil Service Commission. 

MOTOR TRUCK DRIVER GROUP 

GRADE I 
Title of Position— Motor Truck Driver (B. S.) 

Duties — 

To drive and operate motor-driven vehicles used for purpose of col- 
lection of refuse and street cleaning. 

To deliver refuse at dumps or disposal points, and to care for equip- 
ment in their charge. 

To keep a record of fuel, repairs and performance of the trucks in 
charge. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than one year of experience as a gasoline motor truck driver. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

PAINTER GROUP 

GRADE I 
Titles of Positions — ^Painter 

Sign Painter 

Carriage Painter 

Duties — 

Painter. 

To mix paints and colors in proper proportions and to do interior and 
exterior painting and varnishing on buildings, structures and 
equipment. 
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To perform such other related, incidental or emergency duties as may 
be assigned. 

Sign Painter. 

To paint signs and do lettering of any description. 

To make embossed labels. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Carriage Painter. 

To mix paints and colors in proper proportions for carriage painting. 
To perform high grade carriage painting, lettering and striping on 
fire engines and fire apparatus. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Painter and Sign Painter. 

Service as painter's apprentice during the length of time locally 

stipulated by the trade. 

To be familiar with the quality and use of the different kinds of paints 

and varnishes and to have knowledge of rigging. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

Carriage Painter. 

Not less than three years of practical experience in carriage painting. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 

Title of Position — ^Foreman Painter 

Duties — 

To supervise and be responsible for the work of employees in Grade I. 

To estimate the cost of painting work. 

To requisition and account for materials, machinery, tools and 

equipment used. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Qualifications— 

If appointed by promotion, not less than three years of experience 

in Grade I; or 

If appointed otherwise than by promotion from Grade I, at least 

four years of experience in work of Grade I character and standard, 

and the qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

PAVEMENT AND SEWER MAINTENANCE GROUP 

GRADE I 
Title of Position — ^Pavement and Sewer Repairman 

Duties — 

To lay, reset, repair and maintain asphalt, brick, concrete, wood 

block, macadam and stone block or other pavements to proper 

crown and grade. 

To lay, repair and set or remove broken curbs, cross walks, valve 

boxes, inlets, manholes or manhole covers. 

To lay, reset, repair, clean and flush main or lateral sewers, and sewer 

appurtenances. 

To assist in the removing, dumping and sewering of snow. 

To flush house laterals with hose, and free them from obstructions. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Not less than two years of experience in the laying and repairing of 
pavements and sewers. 

Such additional physical or other qualifications as may be prescribed 
by the Mimicipal Civil Service Commission. 

GRADE n 

Titles of Positions — ^Foreman of Street Maintenance 

Foreman of Sewer Maintenance 

Duties — 

To supervise the work of repairmen and laborers in Grade I in the 

general maintenance of streets and sewers, tmder the direction of the 

Superintendent of Street and Sewer Maintenance. 

To make out such reports of time, material and job costs as may be 

required. 
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To see that all pavement and sewer grading, laying, repair and main- 
tenance work is done in accordance with the standard plans and 
specifications adopted by the Engineering Department for such work. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience in 

Grade I, or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard, and the 

qualifications for Grade I. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



PHOTOGRAPHER GROUP 

GRADE I 

Title of Position — ^Photographer 

Duties — 

To make photographic exposures. 

To develop, retouch and make prints from photographic negatives. 

To file and index photographic prints and plates. 

To make lantern slides. 

To make enlargements and blue prints from photographic drawings 

or tracings. . 

To operate a photostat. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Not less than one year of experience in the practice of photography, 

including the exposure, development and printing and retouching 

of photographic negatives; malang lantern slides, enlargements and 

photostats. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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PLUMBER GROUP 

GRADE I 
Titles of Positions — ^Plumber 

Steamfitter 

Duties — 

Plumber. 

• 

To install piping for gas, water, waste, soil and bent lines piping to 

and from water filters and water meters, and piping for hot and cold 

waste for domestic and culinary purposes. 

To cut and fit pipes to and from ranges and boilers. 

To set all plumbing fixtures and to replace old pipes. 

To set up toilet and bathroom auxiliaries. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Steamfitter. 

To install steam, hydraulic, gasoline or oil power piping. 

To set fixtures, ptimps, tanks and heaters connected with steam power 

plants. 

To cut, fit and install piping which conveys steam, hot water, air 

or oil. 

To repair steam traps, heating and ventilating plants, and defective 

corroded pipes. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 
Plumber. 

A plumber's license, as issued by the examining Board of Pltimbers. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

Steamfitter. 

Service as a steamfitter's or pltimber's apprentice. 

Such additional physical or other qualifications as may be prescribed 

by the Mtinicipal Civil Service Commission. 

REFUSE DISPOSAL PLANT GROUP 

GRADE I 

Titles of Positions — ^Foreman of Garbage Plant 

Foreman of Rubbish Incinerator 

Duties — 

Foreman of Garbage Plant. 

To supervise and be responsible for the operation of the garbage 
reduction plant, under the direction of the superintendent of Garbage 
Disposal Plant. 
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To supervise the operation and maintenance of the equipment used 
in the process of garbage reduction. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Foreman of Rubbish Incinerator. 

To supervise and be responsible for the operation of the rubbish 

incinerator plant, under the direction of the Superintendent of Rubbish 

Itcinerator. 

To supervise the repair and maintenance of the equipment used in the 

rubbish incinerator plant. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Foreman of Rubbish Incinerator. 

Qualifications for stationary engineman, Grade III, and not less 
than two years' experience as foreman in charge of large gangs of men. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

Foreman of Garbage Plant. 

Not less than two years' experience in a Garbage Plant. 
Such physical examination, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 
Civil Service Commission. 



GRADE n 

Titles of Positions — Superintendent of Garbage Disposal Plant (Tern.) 

Superintendent of Rubbish Incinerator (Tern.) 

Duties — 

Superintendent of Garbage Disposal Plant. 

To supervise, direct and be responsible for the collection of garbage, 

and for the operation and business management of the garbage cfis- 

posal plant, and for the equipment pertaining thereto. 

To make such operation and statistical reports of plants as may be 

required. 

To perform such other related, incidental or emergency duties as may 

be assigned. 
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Superintendent of Rubbish Incinerator. 

To supervise, direct and be responsible for the operation and business 

management of the rubbish incinerator plant and for the equipment 

pertaining thereto. 

To make such operation and statistical reports of plants as may be 

required. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — ' 



If appointed by promotion from Grade I, not less than three years 
of appropriate experience as Foreman of garbage plant or as Foreman 
of Rubbish Incinerator. 

If appointed other than by promotion, not less than three years' 
experience in work appropriate to the position and the qualifications 
for Grade I. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

STREET CLEANER AND REFUSE COLLECTOR GROUP 

GRADE I 
Titles of Positions — Sweeper 

Loader 
Trucker 
Dump Foreman 
Garbage Collector 

DUTIES^ — 

Sweeper. 

To remove dirt, refuse and snow from the city streets by the use of 
brooms, hand scrapers, hose and other equipment. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Loader. 

To load refuse into collection wagons or trucks. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Trucker. 

To transport full refuse receptacles from premises to curb, and to 
return empty receptacles to the proper premises. 
To perform such other related, incidental or emergency duties as may 
be assigned. 
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Dump Foreman. 

To be responsible for the condition of the dumps, for the proper plac- 
ing of material and the leveling of the surface, and to execute the 
instructions of the District Superintendents, to supervise the work 
of the laborers, to keep the necessary dump records, and to issue 
tickets to drivers. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Garbage Collector. 

To drive and dump garbage wagons. 

To make house to house collections of garbage. 

To harness and unharness teams. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 
Title of Position — Collection Foreman (B. S.) 

Duties — 

To execute definite instructions from District Superintendents relative 

to supervision, inspection and reporting of the separation, collection 

and removal of refuse or the collection and removal of snow, or the 

cleaning of streets. 

To perform the duties of Section Foreman in their absence. 

To perform such other related, incidental or emerg^ency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than one yearns experience in 
Grade I; or 

If appointed otherwise than by promotion from Grade I, not less than 
two years of experience in work of Grade I character and standard, 
and the qualifications for Grade I. 

Such physical examinations, tests and inoculations as may be re- 
quired by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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GRADE m 
Title of Position — Section Foreman (B. S.) 

Duties — 

To execute definite instructions from District Superintendents 
relative to the supervision, inspection and reporting of the cleaning of 
streets and removal of snow, street dirt and litter in prescribed street 
cleaning sections. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than one year of experience in 

Grade II; or 

If appointed otherwise than by promotion from Grade II, not less 

than two years of experience in work of Grade II character and 

standard, and the qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

GRADE IV 
Title of Position — ^Assistant District Superintendent (B. S.) 

Duties — 

To assist a District Superintendent in the regular operation of a street 
cleaning and collection district of the Btureau of Sanitation in the 
cleaning of streets, and the separation, collection, removal and dump- 
ing of dirt, refuse or snow and the inspection and care of property 
belonging to the Btureau. 

To take charge of the collection of garbage within a district under the 
direction of the District Superintendent. 

To perform the duties of District Superintendent in his absence. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than one year of experience in 

Grade III, or 

If appointed otherwise than by promotion, not less than two years 

of experience in work of Grade III character and standard, and the 

qualifications for Grade III. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 

Civil Service Commission. 
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GRADE V 

Title of Position — ^District Superintendent (B. S.) 

Duties — 

To be responsible tinder the direction of the General Superintendent 
for the regular operation of the Bureau of Sanitation within the limits 
of a street cleaning and collection district, including supervision, 
inspection and reporting of the work of cleaning streets, the separation, 
collection, removal and dumping of dirt, refuse or snow, and the in- 
spection and care of the property belonging to the Bureau. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than one year of experience in 
Grade IV; or 

If appointed otherwise than by promotion from Grade IV, not less 
than two years of experience in work of Grade IV character and 
standard, and the qualifications for Grade IV. 

Such physical examinations, tests and inoculations as may be re- 
quired by the control departments. 
Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

» 

GRADE VI 

Title of Position — Superintendent of Streets (Temporary) 

Duties — 

To be responsible for the supervision, inspection and reporting of the 

cleaning of city streets, including the collection, removal and dimiping 

of dirt, refuse or snow, and the removal of incumbrances from the 

streets. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion from Grade V, not less than one year of 

experience in Grade V; or 

If appointed otherwise than by promotion, not less than five years 

of experience in street cleaning and street sanitation and evidence of 

ability to organize and handle a large nimiber of men. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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GRADE VI 

Title of Position — ^Assistant General Superintendent (B. S.) 

Duties — 

To assist the General Superintendent in the work devolving upon him 
as head of the uniformed force of the Bureau of Sanitation, and lay 
out and supervise the night street cleaning and snow removal work 
in the field. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications-^ 

If appointed by promotion, not less than one year of experience in 

Grade V; or 

If appointed otherwise than by promotion, not less than two years 

of experience in work of Grade V character and standard, and the 

qualifications for Grade V. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be pi escribed by the Mtmicipal 

Civil Service Commission. 

GRADE Vn 

Title of Position — General Superintendent (B. S.) 

Duties — 

To be responsible for the work devolving upon him as head of the 
Bureau of Sanitation, including Divisions of Street Cleaning and 
Collection, Refuse Disposal, and Stables and Shops. 
To assist the Commissioner in all matters of policy concerning the 
street cleaning and collection forces and in the preparation, trans- 
mission and enforcement of orders, charges and instructions. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications- — 

If appointed by promotion, not less than one year of experience in 

Grade VI, or 

If appointed otherwise than by promotion, not less than six years of 

experience in street sanitation, refuse collection and disposal work and 

evidence of executive ability. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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STATIONARY ENGINEMAN GROUP 

GRADE I 
Title of Position — ^Fireman 

Duties — 

To assist stationary enginemen in maintaining proper pressure in 

boilers. 

To do such cleaning, painting and repair work as is required to keep 

the boilers and boiler rooms in good condition. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Note: This position is not to be confused with stokers and other employees 
assisting in the boiler room whose duties are properly those of unskilled laborers. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 

Title of Position — Stationary Engineman 

Duties — 

To supervise Firemen in Grade I, and other employees. 

To operate, repair and maintain proper pressure in boilers, engines or 

other equipment used in the lighting, heating, ventilating and elevator 

service of a building, or in the development of power for a ptimping 

station or in hoisting or drilling, or in the incineration of refuse. 

To do such cleaning and painting work as is required to keep the 

boilers and boiler rooms in proper condition. 

To see that the proper quantity of water is ptimped into the boilers. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

'Qualifications — 

If appointed by promotion from Grade I, not less than one year of 
practical experience in Grade I, and a license to operate steam boilers 
from the Board of Examiners of Stationary Engineers, or 
If appointed otherwise than by promotion, not less than one year 
of experience in work of Grade I character and standard, the qualifica- 
tions for Grade I and a license to operate steam boilers from the 
Board of Examiners of Stationary Engineers. 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be required by the Municipal 
Civil Service Commission. 
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GRADE m 
Title of Position — Supervisor of Stationary Enginemen 

Duties — 

To supervise firemen and stationary enginemen in Grades I and II 

and other employees. 

To supervise and be responsible for the installation, operation anp 

maintenance of boilers, engines and other equipment used in the 

lighting, heating, ventilating and elevator service of municipal 

buildings, or for the development of power in pumping stations, or 

for the incineration of refuse. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience in 

Grade II; or 

If appointed otherwise than by promotion, at least three years of 

experience in work of Grade II character and standard, and the 

qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 



SUPERINTENDENT OF STEEL BRIDGES GROUP 

GRADE I 

Title of Position — Superintendent of Steel Bridges 

Duties — 

To supervise the work of general mechanics and other workers em- 
ployed in the maintenance and operation of steel bridges. 
To inspect, supervise and be responsible for the operation and main- 
tenance of all steel and iron bridges under the jurisdiction of the city. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than three years of practical experience in making, erecting 

and repairing bridge machinery and electrical apparatus. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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WATER WORKS MAINTENANCE AND OPERATION 

GROUP 

GRADE I 

Title of Position — ^Assistant Serviceman 

Duties — 

To assist in the laying and repairing of water pipes and to perform 
other laboring work that may be required in connection with the water 
works service. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



GRADE n 

Titles of Positions — Serviceman (Water Works) 

Flusher 

Tapper 

Duties — 

Serviceman. 

To lay and test water mains, set hydrants, locate broken curb boxes, 
calk joints, clean and pack valves, and repair leaks. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Tapper. 

To insert taps in the city water mains. 

To take correct measurements of the location of taps and to report 

thereon. 

To perform such other related, incidental or emergency duties as may 

be assigned. 

Flusher. 

To flush water mains and dead end hydrants and to examine and 
remedy any trouble that may be interfering with the operation of the 
mains or hydrants. 

To perform such other related, incidental or emergency duties as may 
be assigned. 
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Qualifications — 

Serviceman. 

If appointed by promotion, at least two years of experience in Grade I ; 
or 

If appointed otherwise than by promotion, at least two years of 
experience in work of Grade I character and standard, and the quali- 
fications for Grade I. 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

Flusher. 

Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Mtuiicipal 
Civil Service Commission. 

Tapper. 

Two years' practical experience in general water main construction 

and repair work. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 



GRADE m 

Titles of Positions — ^Foreman (Water Works Service) 

Foreman Tapper 

Duties — 

Foreman (Water Works Service). 

To supervise employees in Grades I and II and to perform the duties 
of foreman in charge of laying and repairing water mains, hydrants 
and valves and other services. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Foreman Tapper. 

To be responsible for the inspection of water pipe connections, the 
insertion of taps in city mains, the insertion of plugs and the correct- 
ness or accuracy of the location of taps and plugs. 
To perform such other related, incidental or emergency duties as may 
be assigned. 
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Q U ALIFIC ATIONS — 

Foreman (Water Works Service). ' 

Experience in the water works service that will be appropriate to the 

duties of the position. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

Foreman Tapper. 

If appointed by promotion from Grade II, not less than two years 

of experience in Grade II, or 

If appointed otherwise than by promotion, at least two years of 

experience in work of Grade II character and standard, and the 

qualifications for Grade II. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 



GRADE IV 
Title of Position — General Foreman 

Duties — 

To supervise and be responsible for, under the directioA of the super- 
intendent, the repair and construction work in the water works 
service. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade III, or 

If appointed otherwise than by promotion, not less than two years of 

experience in the repair and maintenance of water works that will be 

appropriate to the duties to be performed, and the qualifications for 

Grade III. ' . 

Such physicial examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 
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WHEELRIGHT GROUP 

GRADE I 

Title of Position — ^Wheelwright 

Duties — 

To repair bodies, shafts, poles, wheels, spokes and running gear of 
wagons, trucks, fire apparatus, and all parts of vehicles requiring wood 
as material. 

To design and construct new bodies and parts of bodies for fire appar- 
atus and vehicles. 

To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than five years of experience in the building and repairing 
of wooden vehicles, fire apparatus, or in other wheelwright work that 
would afford appropriate experience. 

Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



OFFICIAL SERVICE 

The official service is intended to include officers elected by the 
people, city judges, heads of departments and members of boards and 
commissions. The titles for this service are as follows: 

Mayor City Engineer* 

Corporation Counsel Commissioner 

Alderman Treasurer 

President of Common Council Assessor 

Judge of City Court City Clerk 

Comptroller Board Member 

Trustee 

This service also includes those positions whose duties are to assist 
executive or administrative officers in the direction and control of the 
activities of city departments, boards or commissions in the keeping of 
oflScial records, the promulgation of orders and regulations, the assignment 
and control of personnel, the conduct of correspondence, the preparation 
of departmental reports and the supervision of financial affairs. 



PROPOSED STANDARD SPECIFICATIONS 



155 



TITLES 



Health Officer* 
Deputy Commissioner 
Deputy Comptroller 
Deputy Corporation Counsel 
Deputy Treasurer 
Deputy City Engineer* 
Supt. of Mt. Hope Cemetery 
Executive Secretary 
Secretary 
Chief of Police* 
Chief of Fire Force* 
Midwife Examiner 



Examiner of Stationary Engineers 
Superintendent of Water Works* 
City Sealer* 

Superintendent of Markets* 
Superintendent of City Planning* 
Fire Marshal* 

Supt. of Playgrounds and Recreation* 
Clerk of City Court* 
Deputy Clerk of City Court* 
Deputy Court Clerk (Stenographer)* 
Coiut Attendant* 
Probation Officer* 
Overseer of the Poor* 



QUALIFICATIONS 

Such qualifications as may be prescribed by charter or as may be 
satisfactory to the appointing officials. 



ARCHITECT GROUP 

GRADE I 

Title of Position — ^Junior Architect 

Duties — 

To design, plan, inspect and prepare specifications, under supervision, 

and to make drawings for small building projects. 

To solve the simpler problems of construction. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

QUALIFICATIONS^- 

A degree granted on the completion of a standard course of instruction 

in an architecttiral school of recognized standing, or proof of other 

training recognized by the Municipal Civil Service Commission, as 

the equivalent. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be required by the Municipal 

Civil Service Commission. 



♦Charter titles included also under separate groups. 
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GRADE n 

Titles of Positions — ^Architect 

Architect (Landscape) 

Duties — 

Architect. 

To supervise employees in Grade I. 

To interpret the building laws. 

To exercise a high degree of architectural judgment and skill in and 

be responsible for designing, planning, inspecting, construction and 

preparing specifications for buildings or other projects, or to give 

critical architectural advice for executive action incident to the 

designing, planning or construction of such projects. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Architect (Landscape). 

To exercise a high degree of architectural judgment and skill and be 
responsible for designing, planning, inspecting, constructing and 
preparing specifications for architectural landscape work in parks 
or other siinilar projects, and to give critical architectural advice 
for executive action incidental to designing, planning, or constructing 
landscape work. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Architect. 

A license for the practice of architecture as is issued by the State of 

New York. 

If appointed by promotion from Grade I, not less than three years of 

experience in Grade I, or 

If appointed otherwise than by promotion from Grade I, not less than 

four years of experience in work of Grade I character and standard, 

and qualifications for Grade I, providing a degree granted on the 

completion of a standard course of instruction in an architectural 

school of recognized standing shall be accepted as the equivalent of 

two years of practical experience. 

Such physical examinations, tests and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 

Civil Service Commission. 

■ 

Architect (Landscape). 

The completion of a standard course of instruction in landscape 
architecture in a university or technical school of recognized standing. 
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• 

or proof of other training and experience recognized by the Municipal 
Civil Service Commission as the equivalent. 

Not less than three years practical experience in the office of a land- 
scape architect of recognized standing. 

Such physical examinations, tests, and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



BACTERIOLOGIST AND CHEMIST GROUP 

GRADE I 
Title of Position — ^Laboratory Assistant. 

Duties — 

To perform, under supervision, general routine laboratory work 
involving the use of simple, well-defined, standardized processes. 
To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Not less than two years of study of elementary bacteriology, chem- 
istry, physics or related sciences, including experience in laboratory 
work in a secondary school or higher institution of recognized standing. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE n 

Titles of Positions — ^Assistant Bacteriologist 

Assistant Chemist 

Duties — 

Assistant Bacteriologist. 

To assist in the performance of bacteriological work requiring a 

knowledge of general bacteriological methods and laboratory practices, 

and involving the use of independent judgment and responsibility 

on minor details of bacteriological work. 

To conduct and be responsible for bacteriological and serological 

examinations within a definite bacteriological field. 

To perform research work under supervision. 

To perform such other related, incidental or emergency duties as 

may be assigned. 
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Assistant Chemist. 

To perform, imder supervision, routine chemical analyses or tests of a 

standard character. 

To make examinations and analyses of supplies, materials, substances 

and compounds. 

To perform research work under supervision. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, such appropriate experience in Grade I 
and such additional appropriate study or training as may be consid- 
ered the equivalent of the educational qualifications prescribed for 
original entrance in this grade, or 

If appointed otherwise than by promotion, such training as is 
evidenced by a degree granted on completion of a standard cotu-se 
of instruction in bacteriology or chemistry in a college or technical 
school of recognized standing, and qualifications for Grade I. 
Such physical examinations, tests and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

GRADE III 

Titles of Positions— Bacteriologist 

Chemist 

Duties — 

Bacteriologist. 

To supervise and be responsible for laboratory work in the bacterio- 
logical service. 

To perform independent experiments and to conduct original bacterio- 
logical research of wide scope and importance. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Chcinist. 

To supervise and be responsible for laboratory work in the field of 

chemistry. 

To perform independent experiments and to conduct original chemical 

research of wide scope and importance. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience 
in Grade II, or 
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If appointed otherwise than by promotion, not less than four years 
of experience in work of Grade II character and standard, and qual- 
ifications for Grade II, providing a degree granted upon the completion 
of a standard cotirse in chemistry or bacteriology shall be accepted 
as the equivalent of two years of practical experience. 
Such physical examinations, tests, and inoculations as may be pre- 
scribed by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



CURATOR GROUP 

GRADE I 

Title of Position — ^Assistant Curator 

Duties — 

To assist in the operation and equipment of the Municipal Museum, 
in order to assure effective display of the exhibits contained therein. 
To perform such other related, incidental or emergency duties as may 
be assigned. 

Qualifications — 

Not less than four years of training in an institution or college of 
recognized standing, including at least two years of special study in 
geology, or biology, or anthropology, or in history and geneology; 
or such practical experience and independent study as may be con- 
sidered the equivalent of the strict educational requirements. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE n 
Title of Position — Curator 

Duties — 

To supervise and be responsible for the management, operation and 
equipment of the Municipal Museum. 

Qualifications — 

If appointed by promotion, not less than two years of experience 

in Grade I; or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard, and in 

addition thereto evidence of administrative ability. 

Such additional, physical, or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 



160 CIVIL SERVICE CLASSIFICATION 

DEPARTMENTAL SURGEON GROUP 

GRADE I 

Title of Position — ^Departmental Surgeon 
Duties — 

To visit, examine and give medical treatment to members of a city- 
department who become injured or disabled in the discharge of their 
duties, or who are absent on accotmt of illness. 

To give physical examinations to members of a department when 
physical qualifications are required for entrance into the service in 
question or for promotion, and to certify to such qualifications for 
entrance or promotion. 

To prepare and submit written reports to the head of a department 
and to perform such other duties as may be prescribed bv the depart- 
ment to which assigned. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

A certificate or license to practice medicine in the State of New York. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 

DIETITIAN GROUP 

GRADE I 
Title of Position— Dietitian 

Duties — 

To perform such definite details of dietary work in an institution, 

school, or other organization as may be assigned. 

To supervise the related details of the work. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

The completion of a standard course of instruction in domestic science, 
including a course in physiological chemistry and dietetics or nutrition. 
Such physical examinations, tests and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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ENGINEER GROUP 

GRADE I 

Titles of Positions — Engineering Assistant 

Junior Draftsman 
Junior Engineering Inspector 

Duties — 

Engineering Assistant. 

To perform, under instruction and supervision, elementary or appren- 
tice work in field or office in one or more of the specialized engineering 
branches. 

Jtmior Draftsman. 

To perform, under supervision, ordinary drafting and computing 
work requiring training or experience in general drafting, but not 
requiring professional training or experience in engineering or 
architecttire. 

Junior Engineering Inspector. 

To make, imder supervision, inspections and investigations of and 
report upon the construction, operation, condition, maintenance or 
repair of highways, sewers, and minor engineering structtires or 
projects, in order to determine the conformity of materials and method 
of maniifacttire and construction with authorized plans and specifi- 
cations and departmental regulations. 

To perform such related, incidental or emergency duties as may be 
required (especially during the winter months). 

Qualifications — 

Not less than two years of training in a technical course at an insti- 
tution or college of recognized standing, or 

Not less than one year of experience in practical engineering work. 
Such additional physical or other qualifications as may be prescribed 
by the Mtmicipal Civil Service Commission. 

Note: It is to be recommended that temporary employment on a per diem basis 
during the construction simimer season shall be open to imdergraduate students in 
technical schools of recognized standing, and other persons who can successfully pass a 
qualifying examination conducted by the Mtmicipal Civil Service Commission. 

GRADE n 

Titles of Positions — ^Junior Engineer 

Draftsman 

Engineering Inspector 
Duties — 

Jtmior Engineer. 

To assume responsibility for the execution of definite instructions 
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in a minor division or section of engineering activity in field, works, 
or office. 

Draftsman. 

To perform difficult specialized drafting work requiring professional 
training or experience in engineering. 

Engineering Inspector. 

To supervise assistant engineering inspectors in Grade I. 

To perform independently difficult inspection work requiring initiative, 

judgment, and specialized knowledge in the construction, maintenance, 

and repair of highways, sewers, canals, piers, tunnels, aqueducts, 

bridges, subways, railways, or other engineering structures and 

projects. 

Qualifications — 

If appointed by promotion, not less than one year of service in 
Grade I ; or 

If appointed otherwise than by promotion, not less than three years 
of practical experience in engineering work of Grade I character and 
standard; or 

Such training in civil, mechanical, electrical, sanitary, or other engin- 
eering as is evidenced by a professional degree granted upon the 
completion of a course of instruction at an institution or college of 
recognized standing, and one year of practical experience in work of 
Grade I character and standard, and the qualifications for Grade I. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

Note: It is to be recommended that temporary employment during the con- 
struction (summer) season shall be open only to persons who can pass qualifying exam- 
inations based upon the standards of qualification which are specified for regular employ- 
ment. (Eligible list shall lapse at the end of the season.) 

GRADE m 

Titles of Positions — ^Assistant Engineer 

Division Engineer 
Division Engineering Inspector 
Assistant Superintendent of City Planning 

Senior Draftsman 

Duties — 

Assistant Engineer, Division Engineer and Senior Draftsman. 

To assume responsibility for the making of surveys, or the prepar- 
ation of plans, designs, specifications and contracts for a minor sec- 
tion of a large engineering project, or the major section of a small 
engineering project. 
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To Operate a completed section of such project. 

To make investigations of and reports upon engineering projects as 

a basis for executive, administrative or judicial action. 

To perform such other related, incidental, or emergency duties as 

may be assigned. 

Division Engineering Inspector. 

To supervise the work of engineering inspectors in Grades I and II. 
To be responsible for inspecting the complete construction or the 
operation of important engineering projects. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Assistant Superintendent of City Planning. 

To assist the Superintendent of City Planning in the operation of 

the Btireau of City Planning. 

To supervise the work of employees in Grades I and II. 

To instruct the siu*vey bureau as to the siu*veys necessary to the 

preparation and alterations of the city plan. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of appropriate 
experience in Grade II; or 

If appointed otherwise than by promotion from Grade II, the quali- 
fications for Grade II and at least three years of practical experience 
in engineering work of Grade II character and standard which shall 
be appropriate to the particular branch covered by the position, 
provicfing that a degree granted upon the completion of a standard 
course of instruction in an engineering school of recognized standing 
shall be accepted as the equivalent of two years of practical experience. 
Such additional physical or other qualifications as may be prescribed 
by the Mtmicipal Civil Service Commission. 

Note: In Grade III special qualifications for positions in the Bureau of Local 
Improvements are as follows: 

a. For appointment as Division Engineer, at least one year as Junior Engineer on 
local miprovement work and one year as Division Engineering Inspector, or 
training and experience equivalent thereto. 

b. For appointment as Assistant Engineer, at least one year as Jimior Engineer on 
local improvement work. 
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GRADE IV 

Titles of Positions — Special Deputy City Engineer 

Engineer 

Superintendent of City Planning* 
Superintendent of Water Works* (D. P. W.) 

Duties — 

Special Deputy City Engineer. 

To solve special problems of important design and construction. 
To have general supervision over important designs for and construc- 
tion of sewerage systems, disposal plants, bridges, subways, aqueducts,, 
buildings, and other engineering structures. 

To perform such other related, incidental or emergency duties as 
may be assigned by the City Engineer or his Deputy. 

Engineer. 

To assume responsibility for an important engineering bureau, division 

or project. 

To give independent expert or critical engineering advice on major 

or complicated engineering projects. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Superintendent of City Planning. 

To prepare a city plan to promote pubUc welfare, safety and health. 
To amend, alter and add to the city plan as may be required. 
To regulate, restrict, and prohibit the location of businesses, trades, 
industries and public works, and the location or alteration of buildings 
or structures designed for specified uses, in order that there shall be 
conformity to a general dty plan designed to promote health, safety 
and welfare of the inhabitants of the city, and the growth and pros- 
perity of the city. 

To accept streets offered for dedication. 

To pass upon all proposed plans for opening, widening, extending or 
discontinuing streets. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Superintendent of Water Works (D. P. W.) 

To take charge of the Btu-eau of Water of the Department of Public 
Works and be responsible for the operation, repair, and maintenance 
and extensions of the water works system of the city. 
To perform such other related, incidental or emergency duties as 
may be assigned. 



♦Charter Title. 
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Qualifications — 

If appointed by promotion, not less than three years of appropriate 
experience in Grade III; or 

If appointed otherwise than by promotion, the qualifications for Grade 
III and at least four years of practical experience in engineering 
work of Grade III character and standard, at least one-half of which 
shall be appropriate to the particular branch covered by the positions,, 
and two years of which shall have been in an executive capacity;, 
providing that a degree granted on the completion of a standard 
course of instruction in an engineering school of recognized standing 
shall be accepted as the equivalent of two years of practical experience. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 



GRADE V 

Titles of Positions — City Engineer* 

Consulting Engineer 

Deputy City Engineer 

Duties — 

City Engineer.* 

To assume entire responsibility for all engineering work in a depart- 
ment in the capacity of chief administrative officer, being responsible 
for the organization and the determination of departmental policy. 

Consulting Engineer. 

To give independent, expert and critical engineering advice of the 
highest order and of the most important character, involving critical 
examination and reports upon questions of cost, design, specific 
construction, maintenance, operation or engineering policy. 

Deputy City Engineer. 

To assist the city engineer in the general administration of the Depart- 
ment of Engineering and in his absence to act for him in its direction, 
control, and organization. 

To exercise- general supervision over the work of all biureaus in the 
Department of Engineering under the direction of the City Engineer. 

Qualifications — 

City Engineer. 

Such qualifications as are prescribed in the charter, or as may be 
required by the appointing powers. 

♦Charter Title. 
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Consulting Engineer. 

Deputy City Engineer. 

If appointed by promotion, not less than three years of experience 
in Grade IV, or 

If appointed otherwise than by promotion, at least twelve years of 
practical experience in engineering work (unless otherwise provided 
by charter) at least one-half of which shall have been applied to the 
particular branches of engineering covered by the position and four 
years of which shall have been in a major capacity; provided that a 
degree granted upon the completion of a standard cotirse of instruction 
in an engineering school of recognized standing shall be accepted as 
the equivalent of two years of practical experience. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Con^nission. 



HEALTH PHYSICIAN GROUP 

GRADE I 

Titles of Positions — ^Health Physician and Medical Examiner 

Special Medical Examiner (Schools) 

Duties — 

Health Physician and Medical Examiner. 

To perform medical and sanitary inspections in the city schools. 

To take charge of child welfare stations. 

To give medical and surgical treatment to the persons tmable to pay 

physician's fees. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Special Medical Examiner (Schools). 

To make psychological or other examinations of such children in 
the schools who may be designated by the Health Officer or school 
authorities as backward, deficient, incorrigible, or truant. 
To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Health Physician and Medical Examiner. 

A certificate or license to practice medicine in the State of New York. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 
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Special Medical Examiner (Schools). 

A certificate or license to practice medicine in the State of New York. 
Special training in psychology, psychiatry and neurology. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 



GRADE n 
Title of Position — ^Deputy Health Officer 

Duties — 

To assist the Health Officer in the administration of the duties of 

the Bureau of Health. 

To investigate, examine and maintain, subject to the supervision of 

the Health Officer, an oversight over the conditions of health and 

sanitation that are dangerous to the public health. 

To examine, diagnose and to treat (when necessary) cases of com- 

mimicable or other diseases. 

To assist in the prevention and suppression of disease. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than three years of experience 
in Grade I, or 

If appointed otherwise than by promotion, a certificate of license to 
practice medicine in the State of New York, and not less than four 
years of practical experience and training affording opporttmity to 
become familiar with modem methods for the prevention and sup- 
pression of commtmicable diseases. 

Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

GRADE m 

Title of Position— Health Officer 

Duties — 

To supervise and manage, tmder the direction of the Commissioner 
of Public Safety, the activities and personnel of the Health Btireau 
and the Mtmicipal Hospital, involving the determination of depart- 
mental policy, health publicity campaigns, health prevention work 
and other services relating to public health and sanitation. 
To perform such other related, incidental or emergency duties as 
may be assigned. 
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Qualifications — 

Such qualifications as may be required by the charter and the appoint- 
ing powers. 

A certificate of license to practice medicine in the State of New York, 
and not less than ten years of experience in the practice of medicine 
or surgery. 

Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 



LAWYER GROUP 

GRADE I 
Title of Position — ^Junior Assistant Corporation Counsel 

Duties — 

To prepare and conduct minor investigations and hearings. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

Admission to the bar of the State of New York. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 

GRADE n 

Title of Position — ^Assistant Corporation Counsel 

Duties — 

To supervise or perform important legal work requiring professional 

experience, skill and judgment, including the preparation of ordinances 

upon matters of importance and giving legal advice to department 

heads. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade I, or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade I character and standard. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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GRADE m 
Title of Position — Senior Assistant Corporation Counsel 

Duties — 

To conduct the most important cases, trials, investigations and 

hearings, and to perform other legal work requiring a high order of 

professional experience, skill and judgment. 

To prepare ordinances and to advise the Common Council and heads 

of departments upon the most important matters. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience 

in Grade II, or 

If appointed otherwise than by promotion, not less than three years 

of experience in work of Grade II character and standard. 

Such additional physical or other qualifications as may be prescribed 

by the Mtmicipal Civil Service Commission. 



HEALTH NURSE GROUP 
GRADE I 
Title of Position — ^Health Nurse 

Duties — 

To perform services in relation to the inspection of school children, 
infant welfare, prenatal and postnatal work, and the prevention, sup- 
pression, and elimination of commtmicable diseases. 
To supervise the health of school children. 

To visit the homes of parents in order to secure treatment for children 
requiring treatment or care. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

A certificate or license to practice as a registered nurse, issued by the 

Board of Regents of the University of the State of New York, or 

A certificate of graduation from a nurses' school in a general hospital 

of recognized standing. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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GRADE n 
Title of Position — ^Supervising Health Nurse 

Duties — 

To supervise the work of nurses in Grade I. 

To make independent fiejd inspections and examinations of health 

conditions and sanitation that are dangerous to the public health, 

and to perform other related services involving a high degree of 

technical skill. 

To give lectures and talks on health, sanitation, and related subjects. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

If appointed by promotion, not less than two years of experience in 

Grade I, or 

If appointed otherwise than by pfomotion, not less than three years 

of experience in work of Grade I character and standard. 

Such additional physical or other qualifications as may be prescribed 

by the Mimicipal Civil Service Commission. 

PATHOLOGIST GROUP 

GRADE I 

Title of Position — Sero-pathologist 

Duties — 

To supervise employees in Grades I and II of the Bacteriologist 

and Chemist Group. 

To examine pathological and serological specimens. 

To supervise, perform and be responsible for laboratory work in 

serological and pathological examinations. 

To perform independent experiments and to conduct original research. 

Qualifications — 

A degree granted on completion of a standard course of instruction 

in a scientific or medical school of recognized standing, affording 

appropriate training in the duties to be performed. 

The completion of a course in pathological and serological work at 

the laboratory of the State Department of Health. 

Such physical examinations, tests, and inoculations as may be required 

by the control departments. 

Such additional qualifications as may be prescribed by the Mtmicipal 

Civil Service Commission. 
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PHYSICIAN GROUP 
GRADE I . 

Tile of Position — ^Resident Physician (Municipal Hospital) 

Duties — 

To generally direct and be responsible for the care and treatment of 
patients at the Municipal Hospital. 

Qualifications — 

A certificate of license to practice medicine in the State of New York. 
Such physical examinations, tests, and inoculations as may be pre- 
scribed by the control departments. 

Such adcfitional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 



PSYCHOPATHIST GROUP 

GRADE I 
Title of Position — ^Psychopathist 

Duties — * 

To give psychological tests and re-tests to persons thought to be 
mentally abnormal. 

To interpret and compile the results of these tests. 
To investigate and report upon previous circumstances and environ^ 
ment of dependents who are seeking committment in various char- 
itable organizations. 

To make investigations upon problems of relief, social welfare, or 
delinquency. 

To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Not less than two years of training in experimental psychology at a 
college, university, or psychological laboratory of recognized standing. 
Such physical examinations, tests, and inoculations as may be required 
by the control departments. 

Such additional qualifications as may be prescribed by the Municipal 
Civil Service Commission. 
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STATISTICIAN GROUP 
. GRADE I 
Title of Position— Registrar of Vital Statistics 

Duties — 

To take charge of and be responsible for the Division of Vital Sta- 
tistics of the Health Bureau. 

To perform important and responsible statistical or actuarial work 
pertaining to the causes of deaths and the diagnosis of disease, reqtiir- 
ing considerable experience and the exercise of professional judgment. 
To check diagnoses of diseases as reported against real diagnoses as 
proven by autopsies. 

To render such periodical reports on vital statistics as may be required. 
To perform such other related, incidental or emergency duties as 
may be assigned. 

Qualifications — 

Not less than three years of experience in the classification, analysis 
and use of vital statistics, including at least one month's work in the 
Bureau of Vital Statistics of the State Department of Health. 
Such additional educational, physical or other qualifications as may 
be prescribed by the Mtmicipal Civil Service Commission. 



VETERINARIAN GROUP 

GRADE I 

Titles of Positions — ^Veterinarian 

Veterinarian (Health Bureau) 

Duties — 

Veterinarian. 

To prevent and treat diseases of horses and to treat and operate 
on injured horses owned by the various city departments. 
To examine and certify to the fitness of horses purchased for the city 
departments. 

To give professional judgment on horses that have become unser- 
viceable for further use as result of injury, sickness or old age. 
To inspect, examine and report upon pathological conditions of do- 
mestic animals. 

To perform such other related, incidental or emergency duties as 
may be assigned. 
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Veterinarian (Health Bitreau). 

To inspect dairies. 

To inspect animals slaughtered for food. 

To inspect, examine, and report upon pathological conditions of 

domestic animals. 

To perform such other related, incidental or emergency duties as 

may be assigned. 

Qualifications — 

Veterinarian. 

A certificate of graduation from a school of veterinary medicine of 
recognized standmg, and a license as a veterinary practitioner. 
Such additional physical or other qualifications as may be prescribed 
by the Municipal Civil Service Commission. 

Veterinarian (Health Bureau). 

Practical experience in dairy and meat inspection. 

A certificate of graduation from a school of veterinary medicine of 

recognized standmg and a license as a veterinary practitioner. 

Such additional physical or other qualifications as may be prescribed 

by the Municipal Civil Service Commission. 
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